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| Many requests have’ been received ty the Materials Development: Center for” 


“information about and -examde of materials designed to train clients. in job/ 


employment: readiness skills--areas, such as. ‘grooming, interviewing, self- i 
appraisal, cand finding and maintaining a- Geb, just to mention a few. Because 
of the interest in this area of prog gram deve lopment, MDC has ‘reprinted Dr. 


Dennis. Tesolowski’ s doctoral disser tion entitled Job Readiness. Training 


‘Curriculum in order. to. make the document readily available to rehabilitation 


facility professionals. 2 — = cs 2 + 
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Cluded-in this, document.” For copying pyrpases , if-is suggested that the 

needed pages be. cut out and then placed back in the Job, Readiness Train- 
» ing Curriculum after use. ‘Holes*have been punched ‘in the document so 

eee or fasteners can be used: to keep oe from falling out. 
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AFTP staff members serve rehabilitation faciiities and personnel ‘throughout the 


sad ~. 
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Jes Job Readiness Training Curriculum: |.‘ i 
rs a a Be ee rm 3 
Application and Implications | . a 
: The fe tary. ‘of Heal tit, Education, and Wel fare (HEW) was - mandated by , e 
‘conanessionat ndmentg ‘to the Rehabilitation: Act of 1973 to conduct an orig- . ? 
inal study ‘of tte role ‘e, sheltered : workshops in rehabilitation ated y ae 
of handicapped individuals.. This Congressional mandate was ‘fulfiljed when the 


. adhe States Government cohtracted «with Greenleigh Associates , Ine. of New 
* Yor va a Pa | ps ae o gen aa 
. The. study which was cowpea in’ 1975 ane cost Somme “$600, 000. 00, 
stated that ‘placement (job) reatiness training -makes 4, tremendous difference es 
> in determining termiraes who gain competitive employment from other terminees. 
- In fact, -Part B of ‘Section IX of.the Greenleigh Associates’ (1975) Executive 
Summary listed placement readiness and development. of a generally enhanced 
placenent program, as their nuibey one peconcnded: Fynding ts 


a 


me. 
: e 


; AN need for further. developmental peccaren or jo. réaginess training (aT) 
ae was identified in conjunction with; Greenleigh's recommendation. Research foc- 
“umented in the’ literature «showed that jab readiness: training Has a positive . 
———~ef fect “on individuats*-abiTrties: “to obtain and maintain jobs. (Azrin, Flores, «. — > 
.& Kaplan, 1975; Benson & Whittington,: :1973;. Brandzel, 1963; Brewer, Miller, ” 
_ .& Ray, 1975; ‘Cuony & Hoppock, . 1954; Currie,’ 1974; Remp & Vash, 1971; Lasky, 
pe 2 1970. McClure ; 19723: Way .& Lipton, 1973) ~ A majority of the studies: reported - 
ae the success of job readiness training in terms of positive benefit outcomes. 
Essentially these studies indicated that more placements occurred at less ex- 
pense and that: employed ‘individuals expressed greater satisfaction with: their, 
new och as a result of. ‘participating Jin. JRT progratis: a Wee - ©. 


"An experimental, investigation was conducted’: in conjuriction with the digi 
_ opment of the current Job Readiness Training Curriculum. The study was a 
se process evaluation which attempted te determine what changes take place in ~ 
participants. during training which could be the basis of their subsequent em- 2 ~ 
- ‘ployment. Results of the investigation provided. evidence thatthe JRT process — 
- .effectivaly facilitated more positive attitudes toward work and. enhanced cli- . 
ents! worker personal ity characteristics. ‘e , 2s . ; ne 
An abstract of this doctoral dissertat a ds available. in Dissértation . 
Abstracts. International, 1978, 39 (1), 2554A. ‘Or the complete, dissertation : 
. Carder No. 78 10561) may be obtained through Universfty.Microfilms in Ann’. as ne 
Arbor, Michigan. A portion of the -research on attitues toward work oy job : e3 
readiness postures has been reported in the Educationat Resources Information 
Center (ERIC) under the number ar 151 544 as well as inthe Journal of Voca- “@- 
tional Education Researc®, 19/78, 3 (1); 1-8. ‘A second related manuscript: , ' 
‘. _entitTed "Modifying Work Personalities of: the Handicapped" witl me sPUbitalieds 


7 7 Gn ‘the YocationaT Guidance fuarter ly, oS 1979, 27 (4). 


; “Fhe precedivig information has sdenpitiee a rationale for providing cli- 
yo: ‘ents with "Job Readiness. Training." ‘Training of this t can be selected from 
#% numerous job related curriculums and programs which Rue been developed. The. 


development of this Job Readiness Training Curriculum was -based on the ‘strengths 
of other relevant programs - “reported in the literature. Utilization of this. cur- 


riculum is being recommended in its entirety or any of its parts to supplement 5 

‘or cmpieee ‘existing prograits . : e : © 
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- + ” Rrofessionals in rehabilitation settings and-other work related environ- > °_ 
‘_. "ments, sych as work: adjustment specialists, #nstructors, and counselors, Shouldg © 
@ ' fid that this. curriculum will‘ serve as an effective service delivery system int 


-: attempting to enhante clients' attTsudes toward-work and work personalities. oe 
Practitioners should feel free to modify, supplement’, or delete any lesson(s) 
. in this training /program. In addition, it. should be remembered that any or all-: 
A of the lessons ean-be utilized: independently of each other.. Lessons were orga-' 
nized ina logi¢al. order related ¢o cTient ‘preparation, job seeking, and job - 
_ + maintenance. “Hfwever, it is not mandatory. that the lessons be used sequentially. 
Pe sy Week dle such-as work sheets, information sheets, and mas- 
_. «ters for trangparencies ar@ included. in the Job Readiness Training CurPitculum. - 
ian Practitionerssutilizin the.training program, or any portion of it, should feel 
. . free to reproduce thape 
- gheets are-la@kated i 
in Appendix i 
oe I - | a ‘ 
audiovisual instructional materials, such as 16mm films, film- 
mssettes, and cassettes, have been’ identified: in the training pro- 
: Profassionals utilizing this curriculum must. realize that there are | 
! diovisual materi i 


fe instructional materials. ,Work sheets and information 
the body of the cuyri Gulum,4and ~—e masters are. 


~ 


.. ' WYartous 
strips and | 
as ye ~gram. 


“4 that? are idantified.: It ‘is not absolutély necessary to use these materials in . 
vo’. ordér td Sticcessfully implement the program. However, the utilization of video-, ~~ 
tape recording during the simulated job interview experiences is. highly rec- 

-, ommended and appears to be of critical importance. “Information about the 
‘.publisherg of..the identified audiovisual materials is located in Appendix 8. 


-— 


 * "Two assessment’ instruments related to vocational interests and attitudes Se 
@ J about jobs were listed in lessons 2 and 3. Publjshers of the Gordon Occupa- .™ 


tional Check-List’and Mellenbruch’ssdob Attitude Analysis are located in 
Appendix C. 


+. . Other. instruments can be supplemented for these while successfully 
— implementing the program, «- te mo, 


.« This Job Readiness Training. Curriculum was implemented in an experimental 
investigation with a wide array of p ysically handicapped sheltered worksiop  - 
employees. In this study, members of the experimental group had functional 
reading levels which ranged from 1.10 to 11.60 and averaged 5.97.on the Wide 

. Range Achievement Test. Their, intelligence quotients ranged from 39.00 to : 
90.00 and averaged 70.09 on the Columbia Mental Maturity Scale. Subsequently, 
_ it-was often necessary to orally read the various instructional materials 
aloud. This was effectively handled ‘through verbal group discussiohs. 


. : 7 f ty? en ie, go an) ne : i ° 
. ‘-The development. dnd experimental application of. this Job Readiness Training 
Curriculum resulted in the identification of some assumptions. and implications. 
_ which could benefit practitiqners in their use of the program. Prescription of 
Ng for:clients. receiving vocational development services should be based ‘on ‘ 
j 


. and to speak for themselves ig order to convince employers that’ they are ready -¢ 


fal . e : ms az - Ch . S 
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© work in competitive employment. Situations of his type may indicate that con- 
sideration should be given to extend sheltered employment where the, client can 
experience ao However, if this is the case, utilization of various . 


In some instances ‘clients "sitttion of tn no intentions of going to ~ 


job readiness training\ techniques. to:modify identified problem behaviors and 
attitudes should not be ruled out. ~" . . : . .  o-4 
Effects of, job readiness training appear.*to be contingent upon the strength 
_.0f the’.insStructor or grqup leader in addition to the system itself.. Group’. -» — 
leaders’ personalities or charisma, as well as their driv@ or determination to. 
have .a program succeed appear to play a major role in. the success of the pro- * 
‘gram. Group leaders seem to be-an important factor whether evaluating attitudes 


. toward work ‘or benefit outcomes in: the form of actual placements. 


“clfents'. perceptions of losses associated with: obtaining and maintaining — - 
a job were only slightly modified. These results concur with Currie’s (1974) 
a _-findings in a simikar investigatioén. Currie surmised that these results might 
“ be explained by the media's capacity to overly stress the value of work , : 
(heighténed attractions) while providing a contrast for. clients te rate them- 
selves.against the ideal working persotr in functional work attitudes (perceived 


The_present. JRT program stresses the value-of-work.—_tonsequenttys—— " 


“-- employees are required to compare themselves to functional work attitfides of 
| . ‘ideal workers through eleinents of the.curriculum and audiovisual naterials. 
ne a ae : a ae . ro a eer 
Clients' perceptions about barriers,to employment were modified very Jit- 
-’ the. The lack of change in perceptions about medicaty,transportation, child. “..°~ 
». care, and family problems is: underst@ndgble-because the JRT.program did not 
permit ‘enough .time or resources to identify and modify specific problem areas. 


“This'situation could possibly be improved by increasing the length of the JRT -@ 


program, ‘by offering. individualized problem analysis, by providing more individ- 
ualized instruction, by providing vocational counseling which would»deal with 
identified problems, or by applying social work or retated services to ‘ingivid- 
uals': specific employment barriers... , . ak He " y 
: Findings of this -investigation indicated that clients’ perceptions about 
entering new situations and meeting new people were not greatly modified. 
However, these quantitative results were contradicted by clients’ obseryed 
behaviors. ‘Many participants. verbally expressed feelings of being more com- 
fortable and confident while being. interviewed for a.job after having had: 
several opportunities to rol playwthe situation. _ 


The Job Readiness Training Curriculum, as well as other programs reported 
in theliterature, supports the need for-working with small groups of clients 
(Arferson, 1968; Housmén & Smith, 1975; Manpower Research Visibility, 1972; 

:" Multi Resource Centers, 1971; Way & Lipton, 1973). Manpower Research. Visi- 

- + bility (1972) indicated that small groups of high staff-to-trainee ratios 
help hald indjviduals im programs. Maintaining group sizes in the six to 
ten range providés a greater opportunity for each Client to become involved | 
in the training, process. Involvement ‘of thig type promotes participation 


which contributes to individual client growth. . 


. Audiovisual materials were utilized consistently throughout the program 
as training aids. These materials, which included tranSparencies, 16mm films, 
filmstrips and cassettes, cassettes; and videotape recordings, played 2 ppt : 
inent role in the presentation of-related information. Use of audiovisual 
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age hee 4 instructionat matéri Is. served ‘to’ motivate clients to participate in discussion’ : 
. ’ groups. Participation in these group discussions appeared to make a. major coR- | 
‘ “-fribution toward strengthening cilenes work’ attitudes and pees per-onaley 
ti) charactertsti cs. 2 . . . . : 


ee A di lemma. concerning the fetal cnet process was’ identified in the- 
- review-of the literature betwee selective: placément and the ,client-centered 
approach or job readiness training. Both procedures seek the same primary 


ca * 


goal; however,. means of achieving that goal are different. Pockrass (1959) de-~ 


_ scribed .the essence of selective placement with tHe simple cliche’ "the square 
“peg in the. square hole." _In contyast, Salomone (1971) stressed the importance 
of training individuals to obtain their own jobs... Salomgne believed that cli- 
; _ ent-centered programs provide individuals with more job Oeics faction as well as 
. with. some lifetime security. Rose (1963), an advocate of selective placement, 
stated that “the problem is not hinds. ame for clients but enabling them to. 
eels a Job once it’ is -secured. 

*\Findings ff the. present iavsekiane on do not totally Support or veflice 7 
either side ‘of'this ‘issue. Due to individual differences and needs, it appears 
_.that programs attempting to place people in jos should offer a combination of 
Job peagingss training and: selective pdacement. 


 Usdane (1974, 1976): stated that. the Soler bo this dilemma rests with 
preparation of professional rehahititation placepent personnel in graduate: 
programs .. Usdane (1976) indicated that placement is often being dealt with 
shy disposing of it in the referral shuffle or by preparing clients to get their 
“own Jobs. . & 


6 “>. As suggested . Usdane 2 (1974, 1976) seoescelonaliy trained placement. ‘per- 
> ~~ sonnel could probably more effectively provide JRT and selective placement | 
services. However, even if-several. graduate “placement programs were developed 
tin the United States, and#if funds: were available for rehabilitation faci litias 
‘3. ., > +. to hire such: professionals, ‘the problem conceivably would not be solved for a 
oe sons iderable period, of time due to effects of supply and demand. ; 


It seems , therefore, that professional staff alregdy present dwceeeionel 

ove, . deve lopment programs | should provide job readiness trairiing to improve-individ- 

: uals' abilities to obtain and maintain employment. Skills and: information. 
‘which are necessary to. provide. JRE programs can be: made available to profes-, - 
sional staff through in-service training and continuifig education courses, 


The. process of improving or modi fying*clients: attitudes. toward work or 
work personalities. is complex. Consequently, this Job Readiness Training Cur- 
~ ytculum can be implemented more successfully if it Ts carefully woven into the 
peiaees multifaceted vocational ae program. 
a ee © ae 
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7 _ Lesson 1- . Orientation,’ ci of vy People Work, an Self. tf! : 
: te 8 re n s 


= . a Appraisal of Occupatio 1 Interest Areas - ’ a 
; . : ne. . ; osjectives: actives - 7 : . . : * a . : p ; : - . ‘s - - | . 2. 78 
i ah eee de To: fener ‘the Tenoth ‘and purpose of this Job, ‘veadiness ‘trainiing programs 
c+. To’ exptore why people work. . a | ; 
3... To assess individual interests in ten occupational areas.: ca ° 
. a. * To assist sip sel ich and expressing self- appraised, interests. 
eee ‘To identify la oo which mare expressed. interests.» aa 
- 2%, a z= : : ‘ : yt ik : ” rr rs ° ! 
ee gut ine: ee oe ae ee Peete Ge oe, oe 
2 . ; = : : v ae ; ee Fs . . “ ¥ : tog : ; ee “s 
: ; i Prograit Orientatio®, Soe ee “ _ ae 
4 AL SLength of Course ee eg | 
eS 1. Three Weeks. or Bb days, nn oa ee 2 ere 2 
| _ 2.6 One hour per day, a a 
. B. Purpose of ddb Readiness. Training . _ aon \ s : 
: 1.° To prepare individuals to find and obtain employment ae 7 
- 2.. _To ie sai individuals, ta hold or maintain. 8 Job. eM 
a 4 II." Work Sheet: Why: People Work °>: 
Send 9 o A. Individuals record their ideas oa o 
s B. Group discussion - : ae ae t. 
ore oe es Reasons why people work 
ae . 2 A To attain recognition by successfully conbleting persona els, 
© 2. To earn money: 
“. ..° 3. To obtain self-satis faction. and feel independent -°s wee © “a Aw 
1s To obtain work experience and.a feeling of importance ‘ ca 
: . 5. To feel ust ay ach en nye accep your individual 
nen . goals. 2 , ; 
Pea. OU .. 6, To be around: other people : : a 
: . =e 7. To have a feeling of being sectire by preparing for the future 
-~ . 8. .-To.make a contribution to, socjety 7 eo 
ee ae, Dd. Filmstrip. and cassette:. RV32 - Job, Attitudes: Why Work At Alle 2a 
(approx. 10 ‘min. )- ee 
ne cee Self-appraisal: oc scctmational interest are ior ’ 
A. Individuals’ .self-expressed ratings Ps 
on oe 2 High interest . —~ . . %< eo ye > 2 2s 
“a ’ Average interest ge ep IE ae 
, ee Ss 3 . Low interest — . © aah - 2 
: A ; ® are es € 
: : ‘ tae ad f : 
ee ; . : i. : 
: : _ - ; _- - \ 
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. B. -Work Sheet: Individual. abereess in. Occu ational Areas. 
; Ai. Qutdoor: Enjoys’ working outside, otten with plants or animals 
2. Mechanical: Enjoys working with machines and tools. < :: 


* Og et ee Computational :: Enjoys adding and su racting numbers - 
25 25 4. ~Scfentific: Enjo oys dea}ing with dnd solving Problems and Oe 
a > * => covering new facts © 
. oon 5. pied Enjoys meeting and deaing-with people and selfing 
- objects | 
ae 6. Artistic: Enjoys. doing creative work with hands. that fnvolves 
oe design, color, and matérials - ~ |  . ‘ : 
oe _ Literary:, -Enjoys “reading and writing « , A 3 
. Bo “Musicals. Enjoys playing an instrument or Singing » ee: 
a gh Social Service: “Enjoys helping-other people | ee 
a ae ne 10. + Clerical: Enjoys precise aid accurate eee 
pig. © *8e c: Discuss individual ratings 


-. D. Briefly consider some ,jobs. which could fulfil se expressed ratings 
’ (See Ku er Preference Record - dninistrator’ S Manual toe 


Materiales: ae 


Tes, Work Sheet: Why People Wark. Sa 

aS Hietilg and cassette:- T aRV32 ~ Job Attitudes: Why Work At. AN L (aperox: 

- - -10-min : 

3. Work Sheet:  Thdividual Interests in Occu ational’ meee 4 

4. Transpagency: individual Interests in Gecupat onal Areas ‘ - 
« *S, Transparency: Reasons my. eople work —_ a 
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Pleasé list as many*reasons as you can w 
seh = + 7 . 


Why People: Work | is 
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_ Name: . | ; 
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‘ 7 ee a a Individual Interests in dccupationa Areas ee a : se 
oe Please circle hitgh interest, average interest, or ‘Tow interest. to indicate pow: r - - 
‘much you Tike ach of the, Fol qwing 10 Gestpee ronal interest. areas. 


es eS 


1. Outdoor: : Enjoys. wobkirig Gutside, oftén with pants or animals, ~ . ‘ 
| High Interest a. Average Interest wo * Low Interest: : ea "oe : 
oe 2 Mechanica] : iors working with machines and tools. S 3 . = 
oe High ‘Interest “42 "Average: Interest. " _ Low Teterest , rs 
° Su. Computat iona Enjoys adding and. subtracting fumbers. . oe ar 7, 
| _- High Interest ~ 7 Average Interest - , os Low noe ; 7 
5 4, ‘Scientific: Enjoys dealing with and solving problems and discovering . 
7. + new facts. , ; ~~ 4 
a ’ a . | : 
~". High Interest “eo Average” Interest Le * iow Interest Pook. at 


5.*- Persuasive: Enjoys meeting, and eating with ‘people and selling objects. 


‘High Interest Average Interest ... -- _ Low Interest? — _ | e 
—: ‘Artistic: Enjoys doing creative work with hands that involves design, 
ee color, and materials. 4 : dex 


* er 


aa 2 _—, : _e 


é 


7. Literary: “Enjoys reading. and writing. : a a | _ et ee 
ae oe High Interest | 7 Average interest - ‘Low Interest 7 ~ 
: 8. Musical: Enjoys playing an instrument or singing. a ie 
7‘ High Interest : - Average Interest _ ai Interest _ 
; 9. Soctal Service: Enjoys helping other people. - ak a7 . | . 
High Interest "Average: Interest oe Low Interest : | 
a, 10. Clerical: Enjoys precise and accurate office work. =, 


High Interest — : Average Interest . | Low Interest 
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Note: Individual Interests ip Occupati‘onal oer adapted from lee GQ. F, 
' Kuder preference record - Administrator’ S$ Manual. ‘Chicago: Science. 
Research Associates ,-1960 . fe &, 3 @ 
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‘Lesson Be How to Find the Right Job and. Categories of Jobs 


hae <i e ; ; , ; . 
@° ngectves: : ee » ne et 


' 4. .To teach wiiere ‘ locate. jobs. os. es 1. ee 
2. To teach what infermation should be ‘jer fied th: want alee eo ‘ 
2. To teach utilization of the classified ‘section of a eeveptiol: directory.. 
’ To: aoa an awareness of job categories. 


a “Out ine: . a a | 7 oe 7 ve? ky & a 2 = - a eae 
ies the importance of finding the right jobs Motion Picture} west - 
. YOUR JOB: FINDING THE RIGHT ONE (12. Sain) . 


» 
“A z 4 4 : 


“eT, bal Sheet : How to. Find- “a ‘Job ‘ , 2 oe 


. Individuals record where to- find jobs 
2. Group discussion — 


€) Information Sheet: Where to LocateyJobs. a + ee eo ie oe 


1. Help wanted ads in newspapers - 

2. -Telephone directories: (yellow. pages) eo, ee 
.°3. Friends or relatives oe 
“A, ‘Local community organizations . . 


-. as -Chamber of commerce 2% 
b.. Better business: association 
c. Interdenominational church council 


ONO 


. State employment service. = * ; 
Private employment. ete ei ; ey, os 
Better business bureau - 2 * ee .s 
| 8. Business ‘establishments: ow. - = & . 
+ i _ .-a. Signs in windows . 
ie b.- = factories have eo wanted biltboards « or ‘bul tetin a 


= 2 ee ee 


9, Industrial: directories 
7 10. Observe - construction aréas 


oe : 11. Civil service announcements (usually located in Post Offices) 
s "42. School aiid college placement. services , 
J “3 a3. Professional staff members in sehenilitatton facilities : 
14.° Vocational teachers - 
- . 15. Rehabilitation counselors 


D. Filmstrip and cassette: RVI2 - #4. THE WORLD OF WORK ~ Finding the 
_ Job (approx. 10 min.) 
E. Examine want ads in.a daily newspaper S 3 
~ |. Brief group discussion of what a want ad, should tell a on seeker . 
/ 2. Information Sheet: "Look for this. Information in Want, Ads : 
a. Type of job or nature 0 work - 
b. Working hours (shift) 
c. Required work. experience 
“ d. Required level of. training . 
e. Salary and frequency of payment ; ‘ 
_' f. Required persona! equipment or material a 
3. Information Sheet: A Help-Wanted Ad Published” in the “Anniston. 


a 


= : ‘Daily News" 
yY oF, Use. classivied section (yellow pages) in | telephone directory oo 


: = uo yx : =s : 13 . a fos 


- ar 


® e a 
» ee : , iS , te : -— ; : . . : > : i 
“III. Categories of Jobs = -o 3 po fe ; 
wees Unskilled. es | 
‘% B. Semi-skillgg 2S “eyo: 
C. Skilted 
D. Professional <a ee _ > “= 


. 


. Wl - Give: individuals a Gordon Occupational Check List for competion at: ome ; 


A, Improve’ individuals’ ‘occupational awareness a oe 
'B. Help. match individual with. an occupation 
. Pe vay match Individuals with sets or p Chisters of occupations . 


« Materials? tee oo e oe ae coe 3 
2 : Neton picture: W31,; .¥ UR-JOB: FINDING THE RIGHT ONE: (12. 5 min.) ~ 
' 2. Filmstrip and. cassette: R : = #4 THE F. WORK: - Findin the Job. 
“* (appyox, 10 min.) - i ae a 
. 3.. Work Sheet: How to Find a Job . | | 
4. Information Sheet; Where to Locate Jobs. _ . _— a ee 
Cov enepareecy “Where “ta Locate Jobs. a a eae 
6. ‘Information Shee et: Look for this | Information in Want Ads go = oe 3 . 

le ‘Transparency: Look’ for this information in Want “Ads — ; ae 

8. Gordon Occypational Check List ak ee Fe 

9. ‘Information Sheet: A He ~Wanted Ad Published in the: “Anniston Daily News" 

10.- Transparency: A Hel j Dai]: 
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a a re re How to Find a dob wee ve oe . 
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2 How ole: you find a job? "here would you: “Topk ‘for’ a job? “Who, would ypu'a ask” 
PZ Te 


i abou ye a en 
ar ee: tages getting a. Job? - . oo as ©. 7 
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‘Please write dowrt as. many answers as. you cae me 7 a 
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= Job Readiness Training Program - Name: ira ~~ 
Information Sheet. — a #7 Lesson ‘i : 
-.. - a= rae - Where to Locate Jobs * ‘ ae we 
. LL ‘Rel’ wanted ads in newspapers fa, ¢? @ 3 _* 
= 2, TElephone directories (yeltow Pages) ae, a 
: oe friends or relatives oe Ree eo 2 4 Oe : 
. ; ON : 2 : . ; : . ; ° ‘4 
‘ ‘: 4. * Local communi ty organization rt a oe ae a geo . 
oe | e., a. _ Chamber of. commerce ” = | i i. : : i: : vo 
a :  b. Better business association oe —— _ ee ; : 
. | Cc. “Interdenominational wens, ’ - _ “ - 
5. State: ‘employment service ee es : ° : : 
-« . . $ . 
6. "Private employment agencies ee, _ j pe “e.g, 28 a 2 | 
7. _ Better businiess. bureays | . s ; > _ % - _—, ; a 
mesa! a - > | Bo foe ; 
8. Business establishments oe | 4 a 
~ as” Sighs “in windows — oe Gee 2 - Fe on. ea 
; "be Some factories have help wanted billboards or bulletin boards located @. 


outside po . 


In 


10. “Observe construction areas. - : tM . ee 


1}. Civil service, announcements (usually located in Post Office’ ) 


12. Schiout and college placement services + 
13, Professional staff members in. rehabil tation pecllieies: a . 
2 >. 4 . ae ee 4 
‘14. Vocational teachers -: 7 
"15, Rehab{Titation- counselors . _ , a oo ee 
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Job Readiness Training Program, oo  getgare: = | _ ae o 
“Information Sheet = Rese tee 


e . . a . a see ~ . Rg oo " “ L : - 2 e eae . ' : 
® oe Oe. Look’ for this Informaty on 3 . 
- 4 le Type, of job or nature: oF work. — at 7 Fi ~ as  & 
ee Working hours (shift) -* ., “#..° = * _ 
o aee 3. Required work experience 7 : me a! - we Se | os + 
se aos Required devel of training Te a Bes . 
i 5. Salary ‘and frequency of payment: a “ | 
- 6. Requi ‘red personal equi pment or material, ; 
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- Job Readiness Training Program 
.- Information Sheet’ 


o> ; - tee, ee . 


“Name: 


| openings for 8 "work’ys over 18. 


“in industrial operations. 
, have ability and. ‘desire to learh, our 
—Gompany is wilting to train you. 
‘and second: shift workers are nteded. 


Prefer 
- individuals .with,previous work experience 


However, if you 


First 


Be- 


“after-a-six mowth $ri 
ested, please ‘contact: 


* ginning salary is pe Co/tr 


.» with a raise ¢ 
period. 


If inter- 


. 
?. 


Mr. Dennis ‘Tesdlowski  ,” wees 
Personne] Marfager 
. . Nationa] AvuninunGonpany, Inc. 
“+ 1216 Petrie. Avenue 
_. Atiniston, Alabama’ 36201. 
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"Lessons 2°& 6 
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Poe ae a. ee é ; ; 
Lesson 3- Self-Exiresgad Ingerésts\and ‘Attitudes for Specific Jobs -  *- y + 
> Objectives: Y. 4 # a 5 ghee “ges. = - . Po” oe 


@ 1: To identify “speci. fic jobs which coiritide With“ expressed interests. 
»  .. . 2, Tovassist individuals~in eeplorins and, ‘express attitudes. toward Speci fic - 
re Jobs. se ie 4 (ee, “ae, As : 


., - Outline: 


——- Review fi to Find a job Mtion Pictures MP3? - YOUR JOB: z 
eae oe ; - > oe | 
fags II. Help ‘individuals: conpleté the ‘Gordon -Occu ational. Check List a! 
- OAS Group. discussion of individual. résponses.: ms -s 
= B. Information Sheet: Occu ational. “Are 
| tional Check List" (interpreting responses 2 e 
. . 1.’ Business - 48 items ee} OF ae 7 Ne . 
: ye ya) «(Clerical (Misce) 26 cee ee ee eet re, 2 ene) 18 
oe 6). Clerical - Contact... yi eee oe 
: - ¢. Clerical - Computational -. Bis saw « Avey 0,2 #2 01-80 
-.d. Clerical ~ Persyasive ‘ ee re eee 121-128: - 
e@ Sales . eee eee es Gl ae we py ow « 161-168 
ee . f. Managerial... - - e+ > feu, oo ewe ee ae a @ COT e08. 
ot 8 2% Qutdoor - 24 items 2” 2 ae 
on a cas. «Farming :. . we. ee fe ee ee es a 8 poe eee 9-16 
ot — Se ow. b. Outdoor (Misc. 6 6 OS ee ee we 49-56 
a 2. UO ® g. Risk-Taking 2 oe ee whe. ye. 89-96 
© bas 3.. Arts.- 24 items - * | a ar rrr i ) ; 
_ ~—s a. Design... ‘t 6 AS, eae eRe & Ee ae oe 129-136 
: c. Entertainment .0. 0. 6). eee ewe epee .,» 209-216 
Ow |, Technology = 6 items c. 6 i ; 
4 eS ‘Food Products... «20 sists oes oo) oe ee ee Tee 3 
3 b. Textile*Products te Ea a wes roe id be 6 7 BORBE —S 
ce’ Metal Work... 27, 6 bee eee fe se tt 57-64. 8 
| d.. fletal Work (Misc. > ih. eg Be ow tel GS Sed Gee S  OOSTe 
‘ -e. ‘Electridal... ..- es Poe . 97-104 
o & 4 . ff. Mechanical “Repair. ee ee ee eee ee 
, >’ g. -Construction . . 00. eee ee wee ee cee we 1976144 ih 
- -h. Construction . . ee eee ee ee ee Je 
oe a € 4. Chemical Products ...... 2 fee eee ee ees 177-184 
Coe to eee _° 9, :PAWe Manual . . 1s - ®t gee. 2 ase oe @ Boe ge @ BBOHE | 
- 8 _k. Technology (Misc. ).. ee ee ee ee ee 217-224 
es : 1. Medical.- Dental ....- tant hg. Oe We @ Re @ ee OReee 
. 5. Service - 48 items . ea _  / on 
8 ea - aw. Service. (Misc.) ... -- teas he ee SS . 33-40 | 
2 + 4 by Personal Service... eee Se ee ee Les 73-80 
: c. Transportation... - see eee tee ~ . + «213-120. = 
d. Protective Services). c".-5e ee ee eee es 153-160 an 
. Social Service... ee ee ee ee fe es 193-200 " 
f. Instructional ee a8 a - i. ce “8 te 7. . . 233-240 - 


® "Note: OutTine- I, B, 1-5 adapted from the epedow Occupational. Check Lis 
‘ -  yveproduced: by permission. Copyright 1967, 1963, 1961 _ Harcourt 
Brace Jovanovich, Inc. All rights reserved. 
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<4 7 SR Doo : Bc ‘ a - a 7 A : ip “a * , : s | 7 = . | 
an a -_ XN ” rs ee mee 
. _ Setyenbruchts Job Attitude en a ve ee we 
A. verbal adminjstration in class or answer as. take home questionnaire 
B. Identify feelings about Jobs . . - s&s « e 4 
eee ey Very ‘desirable 2 #e ae 2 Se 
-- 2. Neutral . —-  * Be G Bg 
a: - Very undesirable rr no 
-€, roup discyssion ae 
+ D. Review. indivi dua] ‘Tesponses' ee 
. “Materials: — Bey . = i aoe ee , aon 
: 1. Motion. Picture: MP32 - YOUR JOB: ‘APPLYING. FOR ul (13. S mii. ). - 
oy 2." Gorgon Occupational Check List... , 
F 3. :Mell@nbruch's Job Attitude ei sis. a “ ae 
‘oy 36. | Information Sheet: “Occupational Interest Areas on “gordon desauacienal a "y 
Check List" | te 
. 5. eee Occupational. In rest Areas on="Gordon Occu ational Ch ck 
List’ oo ~~ 
| of 6... Transparency: - Table 7 - JobNT les and ‘DOT Codes for Check List Items 


ey from Gordon Occupational check List Manual) - - ; A | 


‘ : - 8 : 


Q ' Note: Materials - ‘Items 4,5 &6 adapted from the Sinien fee aGional Check ae Ga 
wo. List and reproduced by permission. Copygight © 1967, 1963, 1961 he 2 4 
"ae Gace . % Harcourt. Brace vovanovich Inc. Alt rights resepved. 


; 6 
‘ : - 
. - ; me 
i : « ri y . o . 
. , ; ‘ r 
Bea * = + 
. \ 4 
, 7 a = , 
ant og. 
wo, of 
a . ° 
} . 
laa = e 
ee 
° =~ 4@ 
‘ - fe 2) ff Poked 
- a é he 
: - XS * t 
oa . : *< 
ra * : i vs 
a ; . ‘ \ a = ai 
| . a] Ny es - 
a ay ‘ . 0 “ i oy 
ie . ~ . as « : : 
‘ : , ; . nas : . 
; 2 Bo 409 i 
: . nos : ” + . 
. a iy >] e 
A - a eon 
| — -4 > 
7 ” ‘cs a 20 — i e . 
; piidegs 
on : ° es . . y 
r%) ‘ Sis * 


é ae . : e. . : . 7 . a 7 > os : - te 
: : . , ’ © os ; + a . nee: : . a he - 
ERIC - fe # 24 . . - : a ae 
ee : * . ¢ . F oo ; ae ; a - . FS . 7 Eh : * a 


‘ ee Aygo ee oe XM Sieg Net RAS go! ae eae wie ml ae - - : Niue ae vy 7 . ; 
korg _¢ a * ; - < : ci : 2 : — a aa ’ . 2 
i . . ? " a . es 2 2 . = : *. . . o 


r a a - ; : ‘ - ca ee eke ae : 
Job Readiness Training: Program Names | 
“Information Sheet . - tessa 3 


no, % . : . 
; é, . a : . : : — . 4 ‘ 
. : bd : . , eh 
: f a * 7 - f ysis . 2 Pr . ge - F 
: ale . . . . F _- ee 7 


oer y : ae 
a a a oe ‘Qc Sitiona’ Interest Areas O°. ae, “Se OH, 
a ee Oe | "Gordon Occu ational Check Listy ” CM . 


a : i ‘Business Ai items” 


Clerical (Misc, a 

. Clerical - Contact. &- 
Clerical - Computational A Ps an Jeo ala ie- s @ eR bh 8 

- Clerical - "Persuasive a ee ae ee ee 121-128 © 
Sales 6 yet. cee ene MR, Gio pp ee Fie e, « 16} “168 


Se 


Managerialy’.' ek ee. 
os Outdoor - "24 fe ’ 
a - Farming. a ree a ee re ra : 
oe - - Outdoor {Midc. h, 2 wife we ye @ ee ea Se wars, © ow » GAEDE 
“ 2 — Risk- Taking’ . oa 6 Bk OBJ © Sey ee ae ew GB9696 


‘hh © ie 


| atlas -. 24 items Sho ae a 
ot , a ‘Design’ hee ee a ; . 129-136. 
Soe b. Arts XMisc. ): rere Marae Ce! cee wee ~ 169-176 
neg oe. Entertainment - re Sc coe ee ee eg 6 2098-216 |. 7! 


a> Techuoloy - 96 items : 


- Food roducts Sop ee es ee ee 

b. Textile Products : ca oe 

t.. Metal Work... | a 

a. Metal Work (Misc. ee we cate 
e. Electrical 2. ois 240. ee oy 
f.. Mechanical. Repair * o eee 
wm, Constructian.. 6. 6 Ay. 

Construction’. 66. 6 6 ee 


4A ae Sl Ee ine Manual .~. . 3 + he ee 4 wt 
iy ~ Technology (Misc.) . eh epee: ay Cg eee, 
i . Magical ~ Dental oes dg ke og ee aS ele 


7 Service -. 48 items 


ee RE Service: (Misc: 7 
a  “b, “Personal, Service’. 
“elo. 1° ¢, Transportation . . 
sy te Protective Services * 


7 ‘Social. Service... Wes hw ON al ae a as — 
‘ eo Instructional ..... .- to. a 
e | 
tos t . } ie 
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»+ - > ° “Lesson 4 > Personal Resume’-’ _ 2 a & _ : 

. ‘ a * ¥ e Pager : * » _ o . . en ‘° 7 te : ‘ « ar 7 eae s . = 7 


oe “Objectives: : oo af : “ ae 8 mar _— ‘ \ - ) = - = @ 

. Pr To explain what ‘informatfor is in uae Gh a. ‘resume, ce 2 oo 

a 2. To explain why.a resuine Ts - ino Ye: ge th, we. ae ee 
3.» To teach SS a dd ihe eee ae a eee ee ee 


ess faa 7 . os e , 
° . . at E . au 7 ae : . é a * _ to % z aa a 
7 ee a - : Ry in a zee . : a : 7 a 7 
outlines ad : Pee . ve a -— ‘ee $3 a : — ‘ © : 


j eg i. ‘Persgnal Resume : . ge wee, a ee ee ee ee oe 
a ee Definition: \ The gathering. of S gPhinihton about. arr ind#vidual are . a Ng 
wt cel > personal, -educational, training, sand work background. slanted’ toward. aor 
° a ‘specific~iob ‘which -is ‘being. sought bs 34 
J. 7. B. Present all inforthation you waht the employer. to know % a 
Be SCO 1. Identification Woe, 2 Be ; er re 2 
oO : a - @. Name. | neo a me = _ : . . : . wee - > \ : 
tee os b.: Address ae , ‘L a a. oe. 
‘4. “@, Social Security ' ‘Number ae ea oe eee 
_° d. “Telephone number 7... ee rere ee 
> 2. oe packeround: 7 a oe a Oe 
a - ta Diss Date Of birth’ ge 4b Oo , 3 satya OSE ae, 
e, ce. Place of birth . na ar ae a ae a er eee 
po, d. - Height a a = oo ae ee : 
. e. Weight 7 a 4 
f. . Health (medical. "aspects) ~ ee 
arti cet 2 a 
h. -Dependents ow 
a2 4 i. Military: status eae : 
— —  ; 3.- Vocational objective . be ire - ao. Bo ae a 
“+ a. Position wanted o-- 2° furs 7 ae 
oo b.. Type of work you, would Vike tgebe dang “re dane now ae | 
: 4.+ Education = _ oe 
. -- a. Callege 
io “Vocational. or technical school 7 
eg - ~~ & ‘High school - ; ss 
mo es ’ Junior high’ school’. — - 2 ne ae gk, ee 
. = : - Elemeritary: school . ie gm eee ss 
Cae . f. General Equivalency Piplona (620) Centificate ae? ae 
et 1+ . . §,.. Work experience as, he a 
a ff _ 6. References | ae . Fee My er ' 
ce C. Purpose of having a-resume — . a 
i? 1. To have necessary. information when: filling out a an application a ee 
: : _« : form ar a ir. 
= oo 2. . To enable you to get an interview | te aft 
ae) -y 7 ’ 3. To enable you to better present yourself during’ ‘an interview 
teh To leave amportant. information with an employer after an interview 
‘oa #4 To send to an employer after an interview a se ae . ny 
= . — OD. Quality of a resume - * 4 ces : ae 
_ 1.) A good resume makes’ a good impression se ta ee, So ok 
a a Use-correct grammar. © a a a ee ro —_s 
ey * ts Spell-correctly =< . e a, ne © 


oo a Type or: neatly; print. in ink | af ys ——.. 

_ . eo at ‘ : =e . . . = Bl = 
oe . - 2G. hae Poe 6 
- x . ost oth eae oA : : a 
a hae . oe ae . 
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2. A bad. resume eae reduces your chances she being hired 
E. Work Sheet: Personal Resume 


%. Fe Information ‘Sheet: Sample Personal Resume a _— : 


o . 


‘Brief Satroduetion of an application form. 


os A. Required information ‘on an application “ean show: ‘the importance of. 
: .. 7. 7 shaving a resume Sy : kd 
* B. _ Point out categorical similarities 
tae ” ~ 4 es 
eg Naterials:: oy, _s Ne — a3 ~) 
~~ . a =~ ; % . ° - oY : ; . . ; < 
‘1... Work Sheet: Personal Resume. <¢. | {8 ae 
2. Transparenéy:- Personal Resume... ~ | 
. -3, Information. Sheet: Sample Personal - Resume oo a 
: 4.. Transparency: Sample Personal Resume a ee 
a ,) : 
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' DT hes . : ne a> % 
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| “Job Readiriéss Training Program Names ee, oe 
a morn Sheet os Lesson 4 or a er re 2 
| a : Personal Resume — ee _ : 
IDENTIFICATION: 29 3 “oS 
: + | Name: ae wee ee: a 
cal Address: a Cf | ae 


-- Social SecuFity Number : sans 7 
_ Telephone Number : to a ; 


PERSONAL BACKGROUND: Me ee. te Pee 


- Age: 
Pace of. Birth: aa *. — 
Height: _ = _ + Weight: oe be : aoe 


be os : td 
yee i 


al Status: = 
_ VOCATIONAL OBJECTIVE: 


ary. Status: ee 


a Position Wanted: | Ce ee Le oe 4 ee wt 
Type of Work I Would Like To Be , — 


t. 


epee ence ae enemas. 


fe eoutaTion: | | eee Se ee ee 
cottege: _~ 7 —s 


Name: ra eee Ie ath os Year Graduated: - © oe 
Address: : Degree Received: | ieee ee oe 


City &State, ""  SOSt~C‘;]3}XHhCé<aOYT!TTTTT 


. Major Area al Study: . Years. Completed: 


_ Vocational or Technical School :. 


a Names - Did. you » complete the program? 
«4 . Address: —_ ‘Hours of Training: - . |. | _* 
' City & State: : a a 


Skill Area Studied: ee eI a | 
“High Sehib?: - e 8 f 


Name: = ; _ Year* Graduated 
-. Address: - Grade Completed 

- “City & State 

- Areas of Concentration: “ 


nS ee 


ERIC - - 


Reason for Leaving: 


x ; : = . 


If you. did not aeadiate from high school, have you received a GED (General 


Equivalency Diploma) certificate? _ Yes ___ No ee 
7 If you a high schoo] before. ‘graduating, please explain: ny. | 
Junior High: School;, , 0 _ ¢ 
2 eS a HO .. 
3 Name : " : | : | Year graduated:/ _ 
. Address: | - ate _ Last Grade Completed; _ 4 
ity & Stater _ | fe aes 
"Elementary School: 
Name: 4 "Year Graduated: ; 
- Address: ‘Last. -Grade Cite tere 
City & State: a eg ‘ 
"MORK EXPERIENCE: (Begin with your most fecent job.) 
, Name of Employer: | | 
| Address: ; - : = a re 
Street - . City. . ~ $tate . Lip.Code 
: * Dates Employed - From: ad —-, To: f ae 
- Job Title (Position): | os: 
' Rate of Pay: é = Lh 55 
: eo . ; | a . 
son for Leaving: = — 
Name of Employer: ne P a : i a, | 2 2 
Address: i ae jo cs —. eT ee = 
| 3 reet - City = 7 | ~ Zip ¢ 
Dates Employed - - From: | = ee VON ns 
Job Title (Position): - | Pl ae a 3 oes 
Rate of Pay: ne ay 
Duties Performed: _ =" ans ss 


Se padres: " ' an : TSE 
: Street . ; v City "State - Zip Code 
Dates Employed - From: _ To: 

Job Title (Position): Z : yee eS | 
Rate of Pay: ; a 
Duties Performed: | fen ae Z = 
nn. 2 ‘ * 
4 - 25 ee 
; - | 
oe - 


‘2 3 REFERENCES: 7 : * 


‘Name: 


; First i Midd e os Last 
Address : 3 ae a 8 ere 
; Sere ee  (bity State / Lip Code 
Telephone Number: Position: . 
Where lta! : 


a 0 [nS 
rere ~ = 


‘oF City. _ 
— Telephone Number : : ___ Position: | 
= _ Where emis : ees ee ye - 3 
Name : | mk _. a _ | 
oe Middle ast 


treet. 4 — ity =. State ip Code 
Telphone Number: ee Hs _ Position:. 


| ae t a | ee . 


ot 


Job Readiness Training progran 
Information Sheet | : 


* 


IDENTIFICATION: ° 
| Name: : ie 


Address: 


= Sample Personal Resume. 


To of Page” 


PERSONAL RESUME « 


‘Jamas Worker , 0? 


Social Security Number: » 


Name: : 


Lesson 4 


| 1234 Main Street =i ess 
Anniston, Alabama 36201 


123-45-6789 a 


Telephone Number: 


(208) 237-1977 


~ PERSONAL BACKGROUND: 


ges 80 3 } 
: ” Date of Birth: -_ ; : - March 12,°1947 
Place of Birth: Bi rminghadi, Alabama , 


Height: BE 0" 
Weight: _ _ 165 Tbs. 
Healthy = od 
Marital Status: ~~ Married 
“Dependents: . _ 4 Four - i f " § Sea 
a = _ Military: Status: _ ee -. None i 
VOCATIONAL OBJECTIVE: — 


Position Wanted: -"  Machinist-Grinder + 


5 ; . 
3 hare § - e ee é 
: . . . ¥ | . : 
os . < Z 2 2 ‘ se : . t 
‘ : “OS : < we * “ : : : ‘ 
a : a : . . : 
4 os . 2 ; . i aeeet ; 
3 . * i : 4 ° * 
: . = \ - : : . . 
a 7 ’ - 


* 


Type of Work I Would Like To Be ey Years From Naw: 


‘ : Lb os 
ee. —. Ten years from now -I would like Zo be a Tool and. Die Maker or a Foreman a 
rr ee | Ot machine ne . 7 TJ 
" eoucattol: : % we oe = et @ oe 
_ TECHNICAL SCHOOL : — as ” 
= "Certificates. as ~ 780 Hour vachnft Program | . 
| School ~  Rngxvie Technical Schoo}. 7 
a oe —. 4321. N. Brown Boulevard | | 
3 3 aul 3 a > Knoxville, Tennessee 37900 Cr - 
Dates: | = oa - dune, 1970 - November, 1970 
ns HIGH SCHOOL: 
P Diploma’ - eo, a —_ Completed tenth grade. in 1963. | 
- Goncentrations: .. * | ae, Mechanical Drawing, Machine Shop, 
-“— * = | oes 3 and Science + —~ et 
School: PF _ Ensley High School | > 
. a _.", 9521 Lesnik Lane’ 


_ Birmingham, Alabama | 35203 


* - 


v= WORK EXPERIENCE: ee te 
| Opportunity Center — | : = “s 

217 West 13th Street re ad 

‘Anniston, Alabama’ 36201 * 3 — 


ot _ From: danuary, 1975 io present ; 
nA _ _ Duties: Valve-Assembler. _ + ** & 
| American Tool and Die. Company ey oe | 
3628S. Freeman Road ‘ : J. 
; ‘Knoxville, Tennessee. 37900 ; 


¢ , . : . : ; 
From: August, 1970 to July, 1974 - 7 ns : s 
| ‘Duties: Assistant Tool and. Die ‘Maker ; a 
; ar . = : 

. Acme Die, Casting Company . . gt 8 wey 
: A [1456 S. Helm Avenue fs _-¢ * 4 

ROKVATIG Tennessee 37900 


From: March, 1964 to May, 1970 . 7 
Duties: - Laborer in pound? | se 


ae 
a se 
‘ . ; 
a) 
; . ‘ “ g : : « * 4 


‘ ate 3 . oe . oe | : 2 = a» 
ERIC: . me a a 7 . yo a 


REFERENCES! 


Name : 
' Address: 


Telephone: 


Position: 


Name : 


4 _ Address : : 


toc 


Telephone: 


». Position: 


Name: 
Address: 


 Teleplione: 
Position: . 


‘8 


“¢ 


Carl: Lawrenz . 
- 3634 Wustum Avenue , 
Anniston,. Alabama 36201 


237-9136 © 
Minister 
Calvary Baptist church: 


‘Robert A.” ae 
3328 Cudahey Road - 
Knoxville, Tennessee - 37900 


’ (629) 341-1800°) 
_ Foreman‘ - 
: American Tool..and aie: company 


‘ WwiTl Ne Wilson 


1642 S.-Melanie Road. 
Anniston, Alabama _ $6201 


431-1911. ; oe 


Shop For 
Opportunt y | Center 
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~ = Lesson'S pe tere Application for Employment | %. fg 


ras! To teach how to eespond to an appiteation for employment. | 
"2. To eevee how. to evaluate an Spicer tee after it. has been: “filled out. 


| Out ling: | _ | 
1, Job Applicition: Form 7 oe ea roe 
AL Information Sheet: Inportant ‘Points: to Remember when Completing : an ae 


a, Application for Employment 
. , 1. ‘Read ,ingtructions carefully and fol low’ ‘them . 


Either print or write, but do not arremnete (instructions usualy, 


2. 
state to print) 
_-3. Where signature is required, this means "write" ! 
-4, Use a typewriter if it is possible . 
5. Do not use any color’besides blue‘or black when using an ink pen 
- ‘6. Completely. answer’ questions as honestly as possible a . 
. 7. .Put the word "None" if@a question does not ‘apply | 
3 _s -. 8 gee three good referefices 
Ange 3 People who will ‘represent you and Speak. well of yous To 
- ae S . 1.) Achieyements — ; . 
< &  * 7 O- - 2.) Abilities pee — 
. 3 Le . 3.) Personal pee —— ar. 
: oS - 4.) Character = 5 1 . 
a : = . : ; : 
. . . » 8 6. Experience 
i - 7.) Training - a 
b. Get permission $rom people before using them. “as references ae 
-: ¢. Acceptable references | - Ss a ee = 
eo pe -1.) Church - pastor, minister, or priest He . . 
a _ 5) School -’teachers, principal, or counselor —=— °. 
= . 3.) Professionals - doctor, bic del Oredenpist” 
. . 4. a Previous employer => 
4 ~~ Friend of. family © 


d. eile who should not be used as. references 
; 1.) Relatives 
.. 4 = 2.) Friends your own age. (mainly if they are young and have 
+. not had much previous work experience) 
@. Information required for references 
-_ a Complete name 
2.) Complete address (include zip code) 
* 3.). Telephone number (include area code if different than 
~ potential employer's) 
a 4.) Occupation oe ye 4 a és 
4. spell correctly = : a 
10. Helpful miscellaneous. information 1 for completing an application: im 
a. Resume _ 
-b.. Social security card 
‘c. - Birth certificate 
'-d. Driver's. license : *& | 
e. Military records . ; oy, @ 
f. Training certificates ~- eR “ 


( oF , 
: re a. ae 


t* 


pe 


B. Information Sheet: Self-Evaluating Your lication for Employment - 
ae ; j “1. «Did I- follow instructions on the eee form? . ‘ 
ie eM Ps -°@,. Are my responses neatly written? ~ 
eS _ .°* 3.° Do-my responses say what I want them to say . 

* 4. Is my granmar, spelting, and punctuation correct? ae 
5. Did I clearly present my qualifications? . 
6. Did I give accurate dates? — j : 
7. Did I give references who know. some details about my background? 


“* "a, Personal background 
| bs . Education . '& ing oo 
a: ~  ¢. Work experience i *e ae @ : a “2 & 
a d, Training OS : a _ — : 
mo mo - @e. Interests (hobbies )” Ny 
mos €. Personality (character) : 
i i ey 8. Did people. I specified as references give: me permission to- use 
ot their names? es 
oo 9. Upon completing the application for. employment, did I ‘carefully e Ag 
Fe. 3 ao read all haa to see if there were any errors or omissions? : 
. 3 » “TT. Work’ sheet: " Application. for’ Emp] oymen \t” 
Materials: io & as _ ge Ff F. _- 


~ 


1. Information cisees Important Points to. Remember when Conpleting an Appli- ° 
- Cation for Employment 


. Transparency: Im ortant Poirits to. Renenbér when Com leting ‘an A Mication 


for Employment 
Information: Sheet: Self -Evaluatin “Your 


~ Transparency: seéelt-Evaluating Your Aj t = ef 
. Work Sheet. lication for,Employment = —-——- = 4 | a. a 
. Transparency: Application for Employment - 3 | i ee 


ie 2 
rn . . 
en .*. ad \ : ‘ - nN , Bi s : ; : Bee a 


3 a Job Readintss Training Program, Names | 
woo "Information ‘Sheet -" tesson 5 —— »4 


oT : . i 7 N 


Im sola al Wa to Remember when Com letin el : a 
. oe an Application or Emp lo ment 


‘ ’ - oar : 3 < 
‘1, iad instructions carefully an follow then = . ye 
ee ey print or write, but do ot Bite Met (instructions usiial ty: state to- 
: | print 
_3. Where signature is ‘required, this means "write" 
_ 4... Use a- typewriter if it is possible. © ) 
-5. Do not use any color besides !blue or black: when using an dks en es 
Pt 6. Completely answer,questions as honestiy as péssible - a . a 
: 7. Put jhe. word "None" if a question does noteapply © ag _ ‘ = 3 jf 
.: ~ ..8,. Have three. good references ae) . 
- . ~ a. People who will represent you and: speak wel] SF y you ae ‘ 
a —* 1.) Achievenents  , te ‘ 
. . 2.) Abilities : | . ote . . 
a aa 3.) Personal background a i A Bee 
a - ~4.) Character ek OF - 7 aa 
ae >. 5) Education : | ey” ae | a 
Cn 6.) - Experience | . | SS ¥ 
. 7.) Training é 
- bs Get permission from people pétove using then as: references _ 
Gs Acceptable references a, 2 & “kh” ae * 


’ 15) Church - pastor, minister, or priest 


~ 2.) > School -- teachers , i ie ce — 
ig essionals - doctor, lawyer, or denti st. . @ 
- | 4.) Previous employer — : oe : a. 
F - 5.) Friend of. family — i, Se we Ae ot me 7 
> . qd. ' People ‘who should not be used as tcofenenees . &  & — 
1.) Relatives . ‘\ 3 . 
2.) Friends your own age (mainly if they are young: and nave: not had = 


much previous work experienc ck) 
'.e. Information required for’ references 
1.). Complete name | ” 
2.) Complete address (include zip code) ~ = 5 
3.) Telephone number (include area code if HEL TerevE than potential 
empToyer's) 
a 4.) Occupation 
9, Spell correctly . | 
: 10. Helpful miscel] aneous information for completing -an appVicatton 
. a. Resume 
b. Social security card ; . 
Birth certificate ; _ = * ; 
d. Driver's license | 
e. Military records , a . 
f. Training certificates - ' 


n 


° 


§ * 


“ o -. 
ERIC 


Fe Sob Readiness: - taining Program | _ Names oe, ° 
30 = = Information eheee oo . a Lesson 5 “Hh , 
@ . : NS: : : : “= ° . . oF . a. = ; | : 
Pama wee ey ee ‘Self-Evaluating: Your: ‘Appl ication for Employment - a 
v.28 : lL Did I follow instructions on ‘the application form? . _ re ae 
2. Are ny responses neatly written? . = 
3. Do my. sneshOnees ‘say what I want them to say? | 
4. Is my grammar, speli¥ag,, and punctuation correct? . ; 
ae 5. Did I clearly present my ‘qual tfications? a ; a 7 owe 
6. Did i give accurate dates? _ . a a 
os: 7.°: Did I give references who know some “details: about my background? _ 
| a. Personal background i ee 
- b. Education | be we ¢ 3 | ‘ 
. s e : a ® : F f : , : 
‘. . C... Work experience > a _ a os eS 
sé > . : . oo . os , “g - ra : 
: a a. a , an 7 I 
_ a e. Interests (hobbies) - car oe eet. uw BOP 4 
fF. pepecaalaey (character) \ _ = =, “ 
a 8. Did people I preci riet, as references give me permission to use their. — - 
. ‘Ylames? . , - : 2 
oa a S 2 ge 4 
: i . 9. Upon completing ‘the application for ian “aid I carefully read all 
- + vesponses to see if there were any errors” or omissions? : eA - 
4 is Ow .4 
° . 
a . 
es S , : P 
- ' S37 
9 - a , in ~ 
ENC 


Directions: Answer questions. compTetely and seca. Nirite the word 


E . 7 : ‘ 5 . . . 
F rs f : : 
Ces -- ‘ pit a - : wae : . A ie & * er WW ia . : : bos . se : td] rete 


t Reg 


“ . Ps 2 * Z 
¢ ” ar 7 < = “% : a «t 


Job nanainede Training Program . . ot ; 
Work: Sheet. 7 | oy nl oe 
© ond APPLICATION FOR EMPLOYMENT =} e 


None" if a question does not pertain to you. -Please print 
‘all responses, unless<asked to do otherwise. ‘ 


_ 7 > 
Personal Data:. | - 
: ee : an : = e 2 BS : 
Name: © os ae oe ee 
oe . cast | - , First i i. * 
‘Address: ee ae eo Be es! de 
Street pate 8 "City State - ap Code = 8 * 
Telephone No«: aa Sy Age: Date of Birth: eee 
Marital Status: Mingle Married . Widowed . ___- Divorced wo mo aa 
‘Separated _ a - 7 RS 
~ Number ‘of Dependents : a~ . = : 
_ U.S. Citizen: _. Yes _- No. a ae as ee ee 7 
Height: | “WeTghE: on Social Security No. _ : aw 
aera separ = Bote tty Sete ee ae a seme Seika petites é sera an aioe en ni 
Background Information round Thtornat tion . <2 ; ee, 7 . i  e a 
. Do you have a driver's license? __ Yes _ No | a ie re ; _ @ 
Can you be bonded? © - Yes = “No | - j 4 ~ 3 adil 
Have you ever been: arrested? Yes‘ No : 
If yes, please “explain: ae 
Were you in the military | service? Yes oe Pe a 
Tf yes, what type of. discharge did you receiv ver | He 3 
" Rate your general health: Good . Fair “Poor ~ 
te Rate your vision: Goods Fairs Poor ~— :. : ,* . 
Rate your héaring: Good. Fair Poor . : 
“ Do you have any disabyii ties, snene apes or “or diseases? Yes _ No If 
: hia please’ ‘explain: a | 
AN a 
a Have you ever’ received treatment for an’ anot ional condition? Yes -_ No 
If yes, please explain: . = 
- Have you ever received Workman’ S Compensation? Yes No Number of 
days absent from work last year. (If unemployed, umber of day: days you. think you 
would ‘have missed. ) - Days « . | . 
. a we _ ; ‘ 
¢ : r 
- e : 
a ° mM Nay « . 
“ENC = \ 


= ‘ : . - ee : t - ~ 
. - . en. ee . 
; eat, "5 « Sa aS. 
a ‘Educational Background: : ao 2g 
25 . : 
_-Elenentary Scfigol : ie 
; Name: ss \ ° Year Graduated: 
a . ‘Address: _ 1 2 ee re eek ri ie salaea . 
sag & State: a | aes: 
“dunior High - School: . . f = . 4 
= Name a __- es *. Year| Graduated: 
1 Address: | ae "Tage Grade! Completed: a 
‘+ City & State: aaa 
, 2 oy Be og a aa = nee ‘ ‘ — 
; \ High Schools © 0, We Bh a 
q ; ¢ ag ‘ po ad ee > - P - . . —_ 7 - | i 
. Nama: _ ‘Year Graduated: * 
' Address: Grade Completed: © st 
. City & State: Se ce es i. Se Se 
- Areas of er ~ en : s 


ae if you: did not. sisddiie feo ah: school, have you receive a ‘GED’ hae 
«Equivalency Diploma) Certificate? © _-—_ ‘ 


weet eee co Sa - 


at you quae high schobl before | graduating, Please eigin why 


Names: an - Ls 
“City & State: 


& 


‘Vocational or Technica| School : 


‘Address = 


NO 


Hours’ of ee 


Did you Complete the progran? 


sh 


Ski] Area Studied: a 
‘College: . i eae ae = 
« : . a : e “4 a 
‘name: “Year Grad ated: 
Address: + aval e Recki : 
ie & Sta @: 
‘Magor Area of Study: 


.» 
? 
e 
° be 
» 
i 
an 7 


! ; i wy f 
ve . : i e 7 e . ; rs J de bs ‘ . ‘s es .- . - ats c x ” wy 
Work Experience: (Begin with your most retent Job... Se ge eg 
; oe 2 ge os 2 a Sf» ; a ; ° 
wo? : — : a: e086 ‘ 


oo" Name of Employér! 
ss. . Address: = 
cn “ . Street: tity, or Lip: 
.. Dates -Employed.- From: - Se  TQ3- Oe 
Job Titte (Position): ass i. ar ae ee ee 
-  oRate of Pay: ee - ae, > : ase 
7 Duties Performed: ee os, oe = a , tee 


“Reason or: Teaving: 


nape iG? Exo lovers: 
» Address: 


“Street S™S™S~™S”*CS Sate” ———Hipeode 
~ Dates. Emp loyed-> From: : if Bo oF ee ee a ge 


Job Title (Position) :. a ) oa oe ar a ee. 


i on 
Rate of Pay: = ae z ak j ” 


Address: 


street ae » © City = States 8s—ig Zip Code -:. ss. 
. “. 4 Dates ‘Employed < From: te Ae y ee Pe 7 oo ” 
Oe ihe Job Title (Position): i 7 ee j ae @ 
- © — Rate of Pay: _ Saas eo a a ea . ae Tee es 
; . Duties Performed: - - oe, fate eee, 8 


', ‘Reason for Leaving: Ce ee ee 
‘ i o ; ha , * 7 * 
7 As fe ra ys 
o j Pa ee Es ee : c / 
Type e Work Wanted: a ; oor | Be 3 a 
v . . af ry nod _ ‘ ae 
: : cc - * aa 
: First Choice: . Ce a . 
Bs ; ~" — oe - ; 7 “” . g ia i 
ee Second Choice: ~ eo 7 se ng . 


ty : 3 ° 


e 6 
2 : e = ae 
a : 
‘References: »- 9° = ‘. i a a: 
Refeyences: + oe es 


‘Directions: Persons listed as. feterantes should have known you for at Teast, 


_, one year or’ more. "Do not. une tuce Re raerveel 


“e 


Name : 


tast = 4 os Fast iddle 


Address : am ; ' 


Name: . 


Street State Tip Code, 
Telephone Number: ow Position: ae 
Where is ——ee eee ee eg 


Last First — Wade ne ma 


i” Address: , yo ae a ‘ 


To. the beet of my knowledg@,. 1 swear that all information. presented in this © 
application for employment is a@curate and truthful. I hereby authorize -this 


: - a y 
Telephone Number: i - Position: 
me Employed: : 


7 Street  . %. City -State ‘ Lip Code 


ee Number? + - re ae Position: 


Where Employed: 3 ie he . + 


. Fi : : ae : 
5 A 2 . ‘eo: = é z ry 
ek a ie a a a 
ee : : oe 


e 


+ ge: . 


company: to verify any or atl of-the above information. I understand that . pre+ 
sentation of inaagurate information can result in my: not: being hired or “in my | 
release after being hired. I also understarid that all new employees must . _. 
erste am emne re a’ written examination and a aos examination” before” 


being: hired. 


» 9. 
‘<. P 


Signature: 7 atte: 


: . 
bo . : * e . . > ao® 


. * oo ° : 3 


| Lesson 6 a Agpiteation for Employment. vriting- an bib ication Patter: ah 


- " Employment Raninettone . Co 
. .. f. . 2s ae - ~@ 
7 . 4 ey : 
Objectives: ae Mee a a 2 
1.° To” teach how to write a ‘letter of’ application a eubiowent- 
2. To teach helpful hints about taking employment examinations. 
Outline: m3 a Fos ae oe, * og & He 4 2 TES 


I. Review sipniieatd ‘for Employment ," 1 Filmstrip and Cassette:. RVJ2: - 
#5 JHE WORLD OF WORK - Getting the Job (approx. 20:min.) a a = 


It, Continue completion of -appl ication For\pnployment 


III. Information Sheet : ‘Letters of. Application. for Employment 


AL Important ‘points to remember when completing a letter of ‘application 
. 1. °-Leave proper margins on both sides, of ‘letter | 


2. -Begin letter approximately two inches~from top of page’ 
- 3.. Place your address in upper right hand cornér of: ail “4 
. .4, Date letter with’ today's date . : 1, 
5. bLeave.space between- date and company address. 
6. Person (or job title) “and company are first items which appear 
on left side of page 
- ‘7. Leave space after company address and salutation 
Lo 8. Use zip codes in addresses > © oe ee 
oe Ge. ig proper salutation fe «+ af i. 4 a © 
3 Dear Mr. Tesolowski : | oo, 8 . : 
._ = be Dear Sir: — bats a 2 “— ", % “, 
oe ; ‘c. Gentlemen: . . - om THe 
- = 10.. Use a colon (:) after eaiiieation a 
11. ach paragraph should represent a separate ‘idea aa > ie 


12. Leave a space between paragraphs - ole 
13. Use a proper ‘closing . we 7 
-» a. Sincerely, - ee > Sg ae 
b. Yours truly, -_ . _ 
ee 14. Leave space between closing and” signature 
15. .Place closing and signature in lower “right hand corner of Po 
ae ‘letter, But align them. with address and. ‘date in upper right 7 ee 
hand corner ‘ ee 
oe 16. Neatly write your name and address in upper. eft hand corner. 
(+. OF envelope 
17. Use complete name and address” of ~company being written on letter 
and envelope 
18. Neatly write and properly space company name and address on 
-- envelope”. a 
19. General appearance of a letter of application, including hand - 
writing, spelling, and grammar , should TELS a potential: | 
-employer. ye Oy 
B. sInformation Sheet: A_Help-Wanted Ad Published in the. "Anniston “3 aa 


' Daily News! (See Lesson 2) ‘ ee 3 
_ Ta¥orna tion auies ‘Sample. poner of Application for Employnent, oe -_ e 


~~ 


¢ 


7G Information Sheet: ‘Helpful Hints for Empjoyment Examinations a 


, A. -Complete required identifying information 
@ - B. Carefulty read directions — - a 
-— ‘C. Be aware of time limit (if required). . . 
= ‘D, Rapidly observe test questions to a oe which are most difficult 
_E. Calculate approximately how much time can be Spent. on each question. 
-F... Carefully read every question which you attempt to answer : 
G. Leave difficult questions which you cannot answer and return to them 
4 after completing other questions 
H. Try. to relax. 
; ; ener that Jour best effort 7 is al} that anyone can ask. of you 
. Materials: . = | 
ee Fimstrip and cassette: RV12 - 5 - THE WORLD 0 OF WORK. ~ ‘getting the: Job 


(approx.. 20 min. 
«2, ‘Information Shéet: Letters of. Application for Employment. . 
' . 3. Transparency: Letters of Application for Employment . 
i A: He 


4. Information Sheet: Wanted Ad: Published. in the "Anniston Dail: 


& 


.. News" (See eon 2) 
5. Transparency: : A Hel -Wanted Ad. Publ ishéd in tha "Anniston Daily News" 


ae (See Lesson 2): 
.- Information ‘Sheet: Sam le Letter ofA lication. for: Em lo ment 


6 ; 
7. Transparency: Sam le Letter of Application for Employment yt 
8. Information Sheet: paaressing the - Envelope When writing a Letter - of 
i, - Application for Employment . 
9.. Transparency: . Addressing the Envelope When Writing a Letter of Applica- 
0 
1 


tion for E lo ment. 


“10. Information Sheet: ‘Helpful Hints for Employment Examinations ~ ° 
4 - .Transparency: Helpful Hints for ‘Employment. Examinations | 


- 


oo a : . a “ 


ww 


dob Readiness Training Program Name : 
Information Sheet . -. . _Lesson 6 . : . 


eteene of Application: or Employment | 


Leave proper margins on both sides of letter. 


1 

2 _ Begin lettey approximately two inches From top of page. 

3: “Place your address in upper right hand corner of letter. -f | _ 4 - 
4. Date letter with today's. date. a : ; _ — RP ais 

5 Leave ‘space between date and. company address. . ; ; 

6. Person. (or job title) and company are First. items which appear on left .. 


7 side of page. . 
7 - Leave. space after company oecres and salutation. 
7 8. Use zip codes in addresses. . = 
9... Use proper salutation. | , | 


a. Dear Mr. Tesolowski: a oe : = a 
b. . Dear Sir: a i. 


Cc. Geht lemen : ‘ _* | _ a @ 
. e a, 


10: SUSe, a olon (:) after salutation, 


1]. Each paragraph should ‘represent a separate idea. 


» 


' . 12. Leave a space between paragraphs. 


13.. Use a proper closing. 


Sincerely, te 24 _ ¢ : 
b. Yours. truly, 


14.. Leave space between: closing: and signature. 


15. Place closing and signature in lower right hand corner of ‘letter, but 
align them with, address and date in upper right hand. corner: 


_ 16. Neatly write your name and address M, upper left hand | corner of envelope. . e 


17. Use complete name and andreas of Seay being written on letter and 
envelope... 


18. Neatly write and property space company name and address on envelope. ; 


19. General appearance of a ‘letter of: application, including handwriting, .. 
. spelling, and grammar, should impress a pecan tal employer. = . ’ | 


— Ce, 8 :  & 
a 
¢ Jf 3 . : | an ; en 4g: 3 8, és . ° . xs 


gem. 


- Information Sheet 


Job Readiness Training re “sName: 
Lesson36. 


< 


solicit of Application for Employment 


es — (Top of Page) = 


Na 
3 


oo _ —  & e? “cs _ 1234 Main’ Street | 
a ei iar Anniston, Alabama 36201 
‘ i 16, 1977 


Mr. Dennis Tesolowski. — " = 4, 
Persqnnel Manager , . 4 
National Aluminum Compa Inc. . of 5 w -_ 
216 Petrie Avenue © ~*~ * " | ; 
Anniston, Alabama. 36201 : 2 


Dear Mr. Tesolowski : . . > 


‘ 


This letter in reference ‘to the Machinist- Grinder position advertised in’: 
the annistly News on May 15; .1977.. - 


: Yq completed. tenth grade ,° which "included two years of industrial saueatl on at 


Ensley High School, Birmingham, Alabama in 1963. I received a Certificate for 
completing a 26 week (780 hour) machinists program at Kooxville Technical 
School, Knoxville, Tennessee in 1969. : 


I worked as a laborer for six years at Acme Die Casting in Knoxville. IT have © 


~ also worked as am Assistant Tool and Die Maker for four years at American Tool 


~and Die in Knoxville... During the past two and one-half years I have -received. 
on-the-job training and worked as a valve assembler at the Opportunity Center 
“in Anniston. Mr. Will Wilson, Shop Foreman at the Opportunity Center, is: 
presently iny immediate supervisor. He has nay permitted me to. use his- 
name as a reference. 


I ain 1 available for immediate “employment. wereine work, including Saturday, 
will be, welcomed. : i. 


7 \ 
* ‘ : . 7 e : 


~ ‘ v 


\ 
“tb 

+m 
Oy 


wie, ‘ 


2 7BE” 


I shall be ‘happy to furnish you with further details about my personal back- ; a 
ground, education, work experience, and other references. _ I feel confident ih S be J 
that I am‘capable of performing the quality of work required by your company. 6 


I would: be pleased to come in for an interyiew anytime at your. convenience. 
You may call me at 237-1977 qnytime ater 3:30 p.m. -on oe or anytime on 


| Weehenees a \ . ‘ | | = 


Thank you for. your consideration in this matter. 
— 7 «2 7 ~~ Sincerely, 


James tiorker 
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‘aos Saadiness Texiniie: Program Name : 
Information Sheet a * Lesson . # 


oe 


- James Worker 
' 1234 Main Street 
“Anniston, Alabama 36201 


ry 
* 


_ Mr. Dennis Tesolowski . 
‘Personnel Manager. | 
National Aluminum Company, Inc. 
ae 4 < = . 216 Petrie Avenue . 
* 35. 7 = A = a a - Anniston,, Alabama 36201 
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Job Readiness Training préaian Se Name: 


Informs tion: Sheet | _. Lesson6- ° | ae 
: # rr a a ee | 

“Helpful Hints for Employment Examinations | 
Ld Complete required eer information. a 


a nr te se 


. Carefully read directions. 


"3. Be aware of time Limit (if required). — 7 A, ra >. 


. Calculate approximately how much time can be ‘Spent on each question. : oe 
' : ; 


2 
3 
4, Rapidly observe test questions: to “determine which, are most di fficult. 
5 
6 
7 


7 Caréfully read every question wirich you attempt to answer. 

co 7. Leave difficult questions, which you cannot tsi nswer and return to them after. r. 
ee . completing other mere 
Ee ee 8. Try to relax. . 4 : es . he ? 

Ee 7, Remember that your best ‘effort i T that anyone can ask of vols 

, i a 

a , ‘ <2 
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“Lesson 2 - Using the: Telephone e Contact an “Emp! os and Self-Evaluating 


OnE Grooming 1OF a Job Interview 
° nS 


Jo: teach telephone. techniques used to contact & potential employer for a 
job interview. 


To. provide guidelines regarding the self- evaluation of indi vidual grooming 
‘before a eal interview. ' | 
Outline: ae 
_ Information Sheet: Helpful Hints for contacting a » Potential Eniployer on 
the Telephone ~ a7 
; A Determine what you want ‘to say before calling | 3 
_:B. Clearly identify yourself by giving your full name 
‘ C.. Clearly identify who you would like to: talk with. AThis Will + usualy 
be a receptionist or ‘secretary) |. - . 
“D. Speak in a cheerful ‘and friendly voice. .- 
E. Speak in varying tones . a | . - 
F, Speak in an adequate: ‘loudness ®t ee 
G. Speak confidently in. a businesslike and cougteous manner 
~ H.. Upon getting the person,who you want to talk with, . ce “4 
1. Clearly identify. yourself - 
-2, Clearly and concisely ,explain what you are calling about 
‘I. ‘Be an attentive (good) 1igtener - oe | 4 
Jy Unexpected interruptions — 2 Ee 
a Excuse yourself . 
. . Place the phone in-a position that is secneicelees as posgible 
K. oe careful not to al low interview to be conducted over the eo 
telephone . _ 
« be Closing the conversation °. a ; 
« *°. J. Maintain the speed of your conversation’ when saying. ‘VGood- -by" 
: ‘(Many people ténd to hurry) 
2. Maintain the loudness. of your voice (Many, peop tend to sien 
*quieter) iy dae 
3. Say "Thank you" oor dny ecneiddrations which have — given you 
4. ‘Carefully place the telephone receiver and transmitter in its 
holder . 
II. Role Playing - Using the telephone to contact a potential employer: for. 
an interview : . . : 
III -Infortration Sheet: Job Interviews : Self-Evaluating Your Grooming - 


AL Wid-t take a shower or. bath? ¢ 


B. Did I wash my face?’ 
C. Did I brush my teeth? © 
. D. Did I freshen-my mouth? eo 
E., Are my clothes clean? © 
F. Are my clothes ironed or pressed? | 
G. Are my clothes appropriate for the interview? Too faiiey or stylish? 
H. Are my shoes cléan and polished? 
- I, Is my hair clean and:neatly styled? — ; 7) . £4 
a . 4 ‘ : : oF 2 
* 45 — , 
Ping AS a i : 


OPW hm = 


I. 


1; OVOZErRAYG 


Are my fingernails clean and trim? . . :: 
_Do I smell clean and fresh? ; 
Do I appear extreme? = 
_Do I appear pleasant and. natural? 
Do I have an appropriate amount of cosmetics and perfume ¢ on (givts)2, 
Am I comfortable? ~ | _ 
Is. y posture good? : 
Was I pleased after carefully examining myself ina mirror? 


é 


Filmstrip and Cassette: RVO8 - YOUR JOB INTERVIEW 


A. Part I - Pre-interview preparation (approx. 10 min. ) 
B. ‘Part’ II - Dress and conduct for the: interview (approx. 10 min. ) 


‘Naterials: es - | , . 


fnfovmation- Sheet: Helpful Hints for Contacting a Potential Employer on 


' the Telephone < ; 
Transparency: Helpful Hints for Contacting a Potential Employer _on the 


Telephone [2° 
“Information Sheet: Job Interviews: 


Self-Evaluating Your Groomin 
Transpan@ncy: Job Interviews: Self-Evaluating. Your Groom n 
Filmstrip and Cassette: RVO8 - YOUR JOB INTERVIEW 


A. Part I - Pre-interview preparation (approx. 10 0 min. ) 


B. ‘Part II - Dress and conduct for the interview (approx. 19 min. ) 
: A 


° 


ene 


Job Readiness Training Program “Gina: as 


S "Information Sheet | Lesson 7 | a 


_ fee 
a 


e 


Helpful Hints for-Contacting a Potential 
employer” on the Telephone 


“ec 
4 


“i Determine what you want to say before. calling. 
2. Clearly ident fy yourself by giving your full” name. 


3). Clearly identify who you would ‘Tike to talk with. (This will usually be 

yt a receptionist, or secretary. ) . | — 
| . Speak in a cheerful and friendly ‘Voice: = 4 

ty 


4 

5. Speak “in varying tones. 

6. Speak in an adequate loudness. - 
7 Speak confidently Jn a businesslike and courteous manner. 
8. Upon getting the person who you want to talk with. 


‘Clearly identify yourself.’ , : ; 
b. Clearly. and concisely explain what you are cal ting about. : 


JW 


@. 9. Be an‘ attentive (good) Viskahor.. * a \ 2 


“10. Unexpected interFuptions. 


Sele 
. 


" a. Excuse yourself. 
(oe b, uence the phone in a aaa that. is as Hoisetess as possible. 


Tl.” Be careful not. to allow an interview. to be So telephone - 


12. Closing the. conversation. 
. ; a. Maintain’ the speed of your conversation when saying “Good- -by." 
oo _ (Many people tend to hurry.) 
b. .Maintain.the loudness of your voice. (Many people. tend to speak 
age ts _ quieter.) 
oF _ C.» Say "Thank you" for any coneiderations which have been given you. 
" d. rene place mie eles ao receiver -and trarisnitter in its holder. 


~ 
° 


€ . * ; 4 
o-~ ‘ , — 
« : x 
. ; 
§ 7 . « 
. ; ; : "’ 
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‘ 7 Job Readinass Training Program’ a ae oe oe a : 
Information sheet ‘oy? . Oo See 7 z 14 


Did I take a shower or bath? 


«* } 
“Job: Interviews: Self-Evaluating Your Grooming | 2" 


1, } \ 
2. Did I wash my face? 
.°3. Did I brush my teeth?’ ~*~ os Pm oe 
4: Ded 1 freshen my mouth? : 
' 5. Are ny’ clothes clean? 7 Pe 
6. - Ave my clothes ironed or ‘ pressed? ‘ . 
7. Are my clothes appropriate for ‘the ‘interview? Too fancy or stylish? | 
8. Are my shoes clean and polished? 
9. Is my hair clean and neatly styled? . 
re : 
j 10. Are ny Fingnvnails clean and bale E ; 
7 | : a 2. 
9 11. Do I smell clean and fresh? e : 
sg i : ; * aa . : : : . : 
12. Dol appear extreme? 7 - | . — _ 4 ry @ 
13. bo I appear Pleasant and, natural? \ . a | 
a 1. » Do I have an appropriate Sitount of - ‘cosmetics and pertue on (girls)? . 4 
- . * “Am I confortable? ’ | 
7 of my posture good? 
‘ Ys . ; e . . ° : a ‘ . 
Me ADa Was I pleased after carefully examining myself in a mirror? 
& e 7 ’ 
% ) : : - B 
é a : e 
4 ; ’ = 
2 oa 
t . - : ; * ‘. 4 
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| Lesson "8: - Behaviors ‘that are eceptable. or” Unat eptable for an Individual 


Objectives: i o - 4 or 
4 To. teach acceptable 40h: interview behaviors. 


- 9 Views. 2 _ 
- Gut ine: a nn —_ 7 U - | , + Sf 


Pa 


“During a Job Interview and eed ncerns of the Disabled. 


2. To teach unacceptable jot interview behaviors. . - 
3. . To explain epee a concerns of disabled indy iduals during job inter- 


. I. Exhibiting acceptable or unacceptable behaviors in. a job interview 


_, A. Information Sheet: Job Intervie Exhibiting Acce table: ‘Behaviors — _ | 


‘ 1. Be well groomed ¢ 
2. Wear appropriate clothing — - % 
3. Remove your hat upan entering the office 
4. -Arrive.at least 10 minutes early ar 
‘5. - Give your. full name to the receptionist or setrétary a 
6. Indicate your eagerness by walking briskly. 
7. Introduce yourself when meetigg the interviewer , e,  & 
8. Refer to the interviewer by name ‘ | “ 
9.. Give a firm handshake after being offered the interviewer" s hand 
10. Remain standing until asked to-sit dawn. . . ‘ 
11. Be an alert and.-attentive listener 
12. Act interested 


13, Speak. clearly and distinctly 3 _— 
14. Speak in a‘loud. enough voice / ; 
15. Maintain good posture when standing or sitting . 


16. Indicate that you. are interés ted in “the job for which you are 


plying ~ ~~ 


: 7 17. Bion the interviewey to. control the intérview. by Teading the’. 


ae ‘discussion | 


question is too personal 
19. Use correct grammar and answer questions completely _ 
20.. Give accurate, honest ‘answers 
- 21. - Occasionally say "Yes, Sir" or “No, Sir" “ 


22. Present certificates or documents when asked to. verify facts 


23. Speak in the best English you are ae of 
24. Be courteous - 
, 25. ° Maintain eye contact 
26. Stress your qualifications for the Nob 
27. Describe your disability . 
28.. Look pjeasant and smile periodically mo, a 
- 29)“ Maintajn, your poise 
: 30. - Act natural by beipg yourself 7 
31. Maintain a relatively serious attitude 


& 18. Directly answer all questions (use good: judgment. if you think a 


32. Realistically discuss wages ; if the interviewer mentions them 


first: 
, 33. Record the date, time:,’ and place: to report, if asked to ret 


“for another . enteryeey | . . 


IL 


YN: 3 : . g . 
Pee . at * * : — : . . 
ae 34. ° Exhibit Sonfidence in yourself 3 ‘ 
— 35. Verbally’ indicate that you. are a positive thinker * . : 
. _ 36. Say “éhank -you" when the interview has ended o rr 
a . 37. Ask good. questions, uF given the eppar cunt hy | ® rd 
38. Try to*be relaxed : 7 
 ,39.. Indicate that you are-a. kind person - } 
scp « | 40. Stand? when the emp) oyér. stands after the interview has ended - 
. G1. Give a firm handshake, if the interviewer offers his hand’ at. the 
"+ .and ofthe interview (especially: if you had a handshake at the - 
me - % beginning of the interview) ae & 
42.- Let’ the iMerviewer know that you are interested — in the company, 
ee - by discussing the services provided or products made - .* 
; “43. . Demonstrate to the employer that you can function : ‘independently . 
™ B. Information Sheet: Job Interviews: Exhibiting Unacceptable. Behaviors 
|... - Referring to yoyrsetf.as Mr., Mrs., MiSs, or Ms. | iaeak 
2. -Using ‘profane language -~ ., . y 
. 3. Using slang’ . oe 
* ~ 4. Acting. like soméoné besides yourself -. 0 — 
7 5. -Exphasizing how much you need the. job _ . . 
-. + 6. Bringing a friend or relative with you " 
“7° Interrupting: the interviewer ; a 
; -+ 8, ‘Indicating that you. are restless by moving shod -in your chair « — 
--9. Indicating that.you ar& nervous. ac 4 
é ‘10. -Criticizing former empfoyers or co-workers : 
: 112° Being negative or critical -about any subje ¢ : 
ms . 12. Discussing personal; family, or money proby ems (untess specifi- 
— - cally asked) oe .. & 
. 13. ° Touching the. interviewer's desk or anythine on it. On : ae oe 
| "14. Sitting down’ before’ you have ‘been invited ‘do so. 7 @ 
& "15. Giving a sloppy handshake. . ‘ 
16. , Using. poor posturé. while sitting or. standing. : . _ - 
17.° Acting friendlier than is appropriate “= 3 ' os 
‘18. Giving false answers : ~ % Te an f 
_ 19.: Giving unimportant excuses . : 
* 20. Initiating a discussion, about wages , * uorking conditions, holiday 
“’ * and vacation*policies, ahd hours of work (unless you have been 
~ . asked to take the. job). 
~21,. Slowly walking into the interview Cc 
_ 22.* Expressing the idea that you-are the most important 
.23. . Telling jokes 
24. Reading .personal property on the interviewer's desk | 
25. SmoRing during or right before the interview ; a 
«7 26. Having the ddor of liquor on your breath . Th) bg 
es 27.. Having anything jn. your mouth . ey = ~ 3 
28. ~Wearing sunglasses i 4 
29, Not wearing your prescription - ayeglat ses if you n ed them 
- -30.. Att g an interview: when it:is obvious that yo are sick - 
31. Weatitfig emblems or decals on your a 
32. peiiee unimportant questions 3 ; 
33. Stressing your disability . ’ 


34... Talking to anyéne who enters the moa 


. 
* ae | ° » we Sg 
» : . * . ‘ . 
> : eae 3 ye 
fait . 
. 


‘mms: prea pagan ss cage hes fama ge Fie pe sone ot he ohn mai Sy, — imerentnne - —_ : _ - ~ 
. vam oa a <. e~ See Py a ae oe ella se "> th ©? 3 2. ge Yet oo gS 
7 Il. ‘Information: Sheets. Job Interviews: _special -Concerns of Disabled - , 
oo JIndividuals 2 ae oe | 
@ - 2) AD What employers. often think a ae SS ee, 2 
hon Consider individuals! limitations, instead of their aye Pee 
«> 2, Worry about accidents | 2 ed : “ 
8 3. Worry. about, rates they pay -for insurance : os 
‘B.” Behaviors which disabled individuals. can exhibit during the inter-. a 
ce” dhe ' view: 
——_ ee Discuss the disability - early in the interview, especially, if it 
; -is visually apparent . — ° , . 
| _. a. "Use ‘clear, easy tg understand terms _ 
; Moe b. Do-not use medical or psychological jargon - 
=< o -. °C. Explain your disabiJity in such a way that the interviewer 
. . 7 - knows you can. do the job. . 
oy, d.. Try.to describe your problem with SosiPive qualities.” a rr 
ne 2 “e... Describe. how the disability i i 7 a 
4 1.) Congenital Se | 4 Py 
: 2.) Accidentat injury rr a i otk ae * * ae 
" a.) A long time‘ago _ _* as . 
in 2 be) Recently. 7.  * Pa 
Par 3.) Diseas& oO . e 
. . £2" Describe -any physical Hinitations Oe kee os a - = 
= BL) Standing ae . a | | ia 
i re se os se & . R.) Sitting . Lag ee SP + 
ie, gh ee : 8. )* Walking: . eS ye ee "5, oo -  ** 
7s & 4.) Liftinge — | re fe ye 
.. as * 5.) Visual «©. . oe | . ne 2 Bee 
| . a* _ 6.) Hearing © ae . se 
td — . 7.) Speech pe *% . ° 228 a 7 
co. . a et #8.). Breathing. .. - i ‘t a cn 
: 2 ; a.) Allergies ©... . ; *< i 
_ | by) + Qut-of-breath’ Se os 
“— oe o 9.) Coordination : . 
— se . ss" a.) Eyerhand a nae 
2 a) Eyer Foot Pe ee ae oa 
ae . @ 10.) - Finger dexterity. =. * : 7 - eG a 
ees oy - a.) -Fineé- . % 2 ~ Lk 
= b.) Gross’ 3 
7. ° *.> gq. Dascribe the condition ofy your disability 
“ 1.) Improving. . _ ae 
+4 . 2.) Not changing ~ | . 
~~ 3.) Progressive (rate at: which qe is getting worse) »¥ 
a ae ' 2. Discuss how, you- have been-able to compensate - -for your disability 
wee oO” - ~3, Discuss your good vocational record are — es 
ee a. Few Says missed: dup to illness 7 ee a ee 
. pb. Arri rly for work: - “= 4 sO 
-. >> *e. . Present. facts about quantity and quatity of. previous work 
ae > 4. *. Discuss syour reliable source: ee transportation or. your ability : 
p ee 3 € to drive —~ a 


F: ) -_ 5. -Demonstrate special skills you: -have developed to compensate for \ 
7 . your disability ~~ : 7 


.»  . a, Use of prosthetic devices: : 
i ae . _b. Use of wheelchair . & eae . 
@ «Other unique skills 
° of So _ Pe, so : s s 
: ~~ 
. o1 . 
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@ Bs. Discuss architectural barriers, oe they. are going tobe a problem 


_ @, Doorways 
.'b. Curbs =. . 
‘¢. Stairs | , - ‘2 2 & eas : 
d. Elevators. ; & - se © & 
e. Parking spaces near place of work. = ce 8 2S 


Always stress your abilities and USS TCAtIONS not your peli aa 


-regardless of your disability 


1. Face reality and discuss ‘the probTem | 


‘2. Stress positive aspects which you have nenrnes ta: use to compen= pe te 


_ gate for your disabitity 
Discuss your. vocational ebJecrives 


i 


‘1. ,Short-term . ee 2@ < 


f 
ars 
_™“e 
E Ds 
— 
Materials: 


“Information Sheet: Job Interviews : ' Exhibiting Acce table Behaviors 
Transparency: , Job Interviews: Exhibiting Acceptable Behaviors. 


Informatian Sheet: Job Interviews: Exhibiting Unacceptable Behaviors - ~ 


Transparency: Job Interviews: Exhibiting Unacceptable Behaviors a 
- Information Sheet: Job nterviews : Special Concerns 0 Individuals with 


2. ‘Interniediate. 
3. Long-range 
. “Discuss specific experiences which you have fad that better enable 


you to perform the ‘job which you-are eee 

1. Personal — 

2.. Educational ane . . a 
3. Work experience ; we 


Si, Training &, - - 
. ‘Use references who. will present your disability as favorably as 


poseuhle : 


«“ 


. . , . : e 
2 . 


o « 


a Disabilities. i ® 
- 6. Transparency;* Job Interviews :. Special Concerns of: Individuals. with | 
_, Disabilities | a a 
7 <.% : 7 
vv. ; 
" . 
eS a 
‘,.. : 
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Job. Readiness Training Program Name: . a 
_Infgmation Sheet * * ' Lesson 8 
a , Cy os ; > & 7 
dob Interviews : Exhibiting Acceptable Behaviors 
dy Be well: groomed. ‘i 7 * ee a 
2, - Wear appropriate Sieenos s a 
..3. Remove your hat upon entering the office: — gg 
4. Arrive at Aeast-10 minutes early. . . "* * 
5.° Give your full name to. the receptionist or’ secretary. 
- -6. Indicate youn eagerness by walking -briskly. ae : 
7. Introduce yourself when meeting the interviewer... ne a 
8. Refer to the interviewer by name. - . : 
9. Give a firm handshake after being offered the interviewer Ss hand. 
10.. Remain standing until. asked to sit down. 
. Be an alert and attentive WStenens 
12. Act interested. 7 
13. Speak clearly. and distinctly. 
14. Speak in a loud enough voice. 7 
. 15.: Maintain good posture when standing or sitting. AG 
16. Indicate that you are interested in.the job for which you are applying. 
17.. Allow the interviewer to control: the interview by leading the discussion. 
. 18.. Directly answer all. questions (use good Judgement if you think a question 
' . 4s too personal). Y: 
-19..'Use correct grammar ‘and answer questions completely. ce 
20. Give accurate, honest. answers. 
21." Occasionally say "Yes, Sir" or "No, Sir. ve 
Boa Present certificates or documents when asked to very facts. 
23.7 “Speak. in the best English you are ee of... — 4 
. . Be courteous. . - . a. a “ty _ 
25. Maintain eye contact. ; - . a ee 
- 26, Stress your qualifications for the job. i: 
27. Describe your disability. 
- 28. -Look pleasant and smile periodica y. 
29. Maintain your. poise. = e ‘ 
30. Act natural by being yourself. 
31. ‘Maintain a rélatively serious attitude. 
. Realistically discuss wages, if the interviewer mentions: them first.. 
33, Record the?date, time, and pees to report, if asked to retin for another 
. interview. : “ 
34. Exhibit confidence ‘in yourself. . , . 3 
(8b. Verbally ‘indicate that you are a positive thinker. 
36. Say "thank you" when the interview has ended. 
Ask good questions, if given the opportunity. 
38. Try. to be relaxed. 
“ 39. Indicate that you are a kind person. . 
40. Stand when the employer stands after the interview has ended. 
41. Give a firm handshake, if the interviewer offers his hand at the end of. 
the interview (especially if. you .had a handshake at the. beginning of the. 
interview). aa 
42. Let-the interviewer. know that you are interested jn, the company by ae 
cussing the services provided-or products made. 


Demonstrate to the employer that you can function independently. 


7 ed 
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- Job Readiness Training Program 2 PAS Name: 
porone tor Sheet . , 2 Lesson g- 


HODOWAN awe 


G 
& 


. Job Interviews: Exhibiting Unaccuptable Behaviors | 


Referring to. yourself as Mr. s Mrs. ‘ . Miss, or Ms. 

. ,,, Using. profane - Tanguage. _ # at oo S. a 
Using slang. is | eee | - ye 
Acting like someone besides yourself. . See ow 2% a 

Emphasizing how much you need the job. ~“ © °° oe A 
Bringing ‘a friend or relative. with wu Me: 


eee the interviewer. . 
Indicating that you are restless by moving about. ‘in your chair. 
Indiéating that you are nervous? a \ 
Criticizing former’ employers or co-workers: : 
. Being negative or critical about any inieck: . E 
iC Discussing personal, family, or money -problems (unless specifically asked). oe 
13. Touching the interviewer's desk or anything on it. 


14, ‘Sitting down before you have been invited to do SO. . . es 
15.. Giving a stoppy handshake. : : \ 

16. Using poor posture while sitting or standing. a © Se 
17.. Acting friendlier’ than is apne _ ‘ : ‘ee ee 
18. Giving false answers. = . 2 
19. Giving unimportant excuses. . 7 f 


20.. Initiating a discussion about wages, working seeations holiday and 
-yacation policies, and hour's of work (unless you. have been asked to take 


. * the job). | - Ps 
21. Slowly walking into the interview. : ——-. © 
.22.-’ Expressing the idea that you are the. most important. . p ES ae 


23. Telling jokes. See” 
24. Reading personal property on the inteieuer' s desk. . ee 7 | 


.25. Smoking during or right before the ‘interview. _ a 


26. Having the odor#@F liquor on 7 breath. a ae 
27. Having anything in your. mouth., _ wie ee 7 I 
28. . Wearing synglasses. 


. 29.° Not wearing your prescription eyegiasses if you “need them. 


30. Attending an interview:when it is obviaqus that- you are etek. 


31. Wearing emblems. or decals on your- clothing. 
32. Asking unimportant questions. — 


33. Stressing your disability. _ . , & #e 
34. ames to anyone who enters, the room , 


ae . bats a 


. . 
7 > 7 : : , 
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. . . « 
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is What employers often. think » a 


a a een 
Job: Readiness Training, prearan * Name: 
; Information Sheet an . , Lesson 8° | 
: : . a : ..* ; - | ‘ 3 ; ra 


Job interviens: Special Concerns of 
.- Disabled Individuals ° 


i = . * » 
v - : Ye 3 ‘ ; 4 ba 
€ 


A. Consider individiials' limitations, instead of: their abt] ities - 
B. -Worry about accidents 
C. Worry about rates: they pay’ for insurance. 


’ 2. - Behaviors which disabled: Individuals can exhibit during ‘the inter- - 


t tas rn a 
- Discuss the disability early: in the interview, eapeciaiiy if it is 
; visually apparent . 
1.) Use.clear, easy to understand terms  ; 4 a 
2.) Do not use medical or psychological jargon. ; me 
3.) Explain your disability in such a way that the interviewer knows oS 
_ you can do the--job : s 
4.) Try to describe. your ‘problem with positive. qualities es J 
5 ) Describe how the pisabi lity occurred —— 
- a.) Congenital ~ . at, Bot Pe” 
—b.) Accidental injury aa. ; 
- . (1) A long-time ago . , : . _ © eee 
_ (2) Recently | _ oe 2 - . 4 
c.) .. Disease. a ets is * 
6.) - Describe any physical limitations 


a.) Standing” “ «2 & hs 
_ be.) Sitting |. - - — - 2? aoe S _—> 
c.)*‘ Walking eee 2 ; | = a 
d.) Lifting . poe ee 7 ne = i : oe 
e.) Visual - . ~ ft oe » 3 
f.) Hearing . _ a 
g.) Speech. ’ ‘ _ : a 
Cia th.) Breathing 3 . at 
: a ae -(1) ‘Allergies + . - e = & 
a . .(2) Out-of-breath . a 
¢° ee 4 ~ Coordination: i .* s& © 6 =” 
oe 4 | _(1) Eye-hand ode at * : 


“(2) Eye-foot ° 
“*j.) ‘Finger dexterity 


1) Fine 
2) Gross 
7.) Describe the condition of your | disability | 
" a.) Improving — | oo - 
b.)-- Not changing - 4 s 


- ¢.) -Progressive (rate at which it is getting worse) 
8.) Discuss how you have been able to compensate. for your disability 
9.) Discuss your good vocational record 
>. - a.) Few days missed-due to illness . 
b.)- Arrive early for work . 
c.) Present facts about quantity and quality of previous work 
aoe 


Cr 
Q 

ana 
LS 


= . we * 


10: ) Discuss” your reliable soure: ‘of: transportation or your ability 


“" to drive | 7 
‘Ul. y Demonstrate Special skills you pave developed to ‘Colpensate for a @ 


re disability . A a» ae 
"a.) Use of prosthetic devices _ | 2 2 & 


b. cad Use of wheelchair - . 
Other unique skills ~~. He eS 
~ old. 5 Discuss architectural: barriers’, if they are -going to be a _problen 
a.) Doorways ; : 
b.) Curbs 
c.) Stairs , 
‘d.) Elevators ; 
ys e.) Parking spaces near. mpllacd of work - : 
gr 43s “Mways stress your abilities and quali tieations:, not. your limitations, ‘re-. 
.gardtess of your disabiljty 
SAL Face reality and discuss. the. problem’ ‘ 
. B. Stress positive aspects which you have: learned to use to compensate for oe 
'  .—- your disability. — é eat: 
'4,- Discuss’ y vocational objectives - i og Me ie ye ee. Oe 
. - Int jate wg le eS - ee - oe 
an c ‘Long-range : . : 
; - 5, Discuss specific experierices which you have had that etter enable you to 
o oe og “perform the job which you are peeowing. - 
a ; . Personals, _ — (= 
ri. es “y B. ° Educational oo 2 3 ss eee ogee 
ore c Work experience == se ee 4 ek te eS i 
_ —_ Training | — | : a ~ 
7 6.° Use aes who will present your disability os favorably as possible 4 @ 
~~ - 
P i . 
: 6% es @ 
f . 
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"Lesson "9 - Questions Which ine ror During’ Job Interviews ant. Role Playing 
+ Simulated Job Interviews 
f : . 


‘Objectives: | 7 a 2 - a 4 Bs 


1. To explore questions which are “frequently asked in job interviews. \ 
- To provide simulated job dntery (ening experiences. : 


»~ 


Outline: ¥ . ee mo 


‘L.. Information Sheet: Job Interviews: Questions Which Are Often Asked 


ed A. Personal background (identification). ei: a ae 
fe 1.. What information can you sive me about yourself? 

2.-. Where do you live? 

3. How long have you lived there? ae 

4. What are your favorite hobbies? = = =) « | 

5... What is your military Status? © .- | ° 

6. How old’are you? , 


et eee 2, What civic or ‘communi ty activities have you 1 participated in? 


_8,- Do you think these’ activities are 2 worthwhile? 
9.. De you Tike people? . . 
10. Do you have many friends? 
-°. 11. What. do you do with your spare time? = _ 
“12. What things do. you do best? | b % #8 an 
13. Are there things that -you do not like to do? $ ye 
14. How do you Tike to’spend your vacations? —— 
- 15. How much television do you watch? CS 
. 16. Have you ever been arrested? - = = 
ea 17. Have you ever been in jail? - . 
” * © 18, Do you have any health problems? ° 
‘ as Have you-ever received treatment HOF: an. emotional ‘or mental] 
. . condition? ; aan 
‘B. Education“ * 
What high Sehoal Tien eae school) did you attend? 
Did you graduate from high. school? 
Did you get any special training in high: School? 
What courses were your favorites? - 
What courses did you dislike most?.. = 
_Did you participate in. any extracurricular activi gs? 
Did you have td miss much school? ; 
. What was the last year of school ‘which you completed? 
- Did you have many friends? - ~~ . 
10. ° How many of your teachers were good’ 
11. What can you tell..me about your favorite teacher? . 
C. Skill training 
qt he, Have you attended vocational or technical school? 
_,* 2," Have you participated in any manpower training programs? 
* 3, What’ vocational skills do you possess? oe 
4, What machinery can. you operate? ‘ 
5. Have you had any on-the-job training? 
6 
7 


ae 


OND A wore 


. Did you receive any vocational training in high secon : 
Have you developed any vocational “skills from, your - nebhie- 


a ee 2 
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Motion Picture: MP27 - JOB INTERVIEW:~ WOMEN (17 min.) 


A. 


‘ 


Be” 


“Work experience or work related 


1. 


a 00. 


* Job interviews (role playing) 


Interview.each individual - 
Ask for volunteers . <a) : 

Round robin 

Instructor will be: the itenvicnee é 

Maintain ten minute time limit on interviews 


a, 
Oe 


_d. 


See 


1.. 
2. 


“Se 


2 


‘Did: you and your employer’ get along well? 
What’ can you tell me. about the co-workers ‘on your last job? 


z, “ . 7 . ook am 4 % pS 
P ae: : : ; . z o 


. Have you held any part-time jobs? ‘ | “= 
” Have you held any, full-time, jobs? “ 2 . a a 
What duties did you perform on your “job? © “a | a @ 
‘Did. you like your job? . ‘ ie yes } 
How much money were you making? | e 4% 


Why did you leave that job? 


- How much do you: expect to, be paid on this. job? . 3 


Do you believe that you can Perot the duties required on ‘this 


nl job? 


Where did you learn about this job opening? 


-How Tong did: you work with that company? - 


Do you want a temporary. or permanent job?. | : ~ ee | sia ‘s 
Did you like your last supervisor? eS = 4 


Do you: prefer. to work alone or with, other people? : 


‘What. are your long-range vocational plans?‘”. sy aa 


Have you leArned anything from your past. jobs? —~ a 
What kind of an immediate supervisor do you prefer? 


_ Are you willing to move to another city or. state if the company er 


asks you to? . 
What did you most like about that job? eg? afl 


‘What did you lfke the. least about ° that, job? "4. - . 
. - Vocational interests Pan Ae 
. -What advantages. are there “in working for this company? 


Does this job have any disadvaitages? 


} What -type of work do you want to do? - m4 a : te 

. What job would you least like to do? ~ ——. ot 
“How can you benefit our company ?: = J 

; .What can you'tell.me about our products? Or senvices? - - 


How did you become interested ini this type of work? 


What do you know about our company? —. - a ee zi jf 
What are your qualifications for this job? . a ae: 
. What would you do’ if.you could have any job in our company? : ra 
. .-How much money would you like to make? . eget 78 
Are you willing to begin'working for minimum wage? - 


Interviews will b ‘adapted. from Job Interyjews: | niesetone Which 
Are Often Asked 


Record interviews or video tape ie 
_Group Playback . . 

* Diseuss .interviews- 

‘Feedback . - - 
ee a second set of interviews 

Ask for volunteers 

Round robin hcepenging on time) 


= 


A 


38 


Bar’ 
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_ Materials: » 


Information Sheet: Job Interviews: 


] 
2. Transparency: 
3. Motion” Picture: 
4 


a ss 


MP27 - JOB INTERVIEW: WOMEN (17 min. 


. 


Video tape. recordings (VTR j . _ 


a 
< 
- 
4, 
' e 
° 
s 
. 
s. 
e 
a 
tg 
d 
: a 
t 
. 


* . 

= ae 
Mwy 
° 
. 
a . 
‘ 
fo} 
- 3 : 
eo a - . 
; é ; 
4 Soa ° 
fa 
. Fle : Le . 
= 2 
; : 
* ; 
° * ° ° 
t 
% 


Job Readiness Training Program 7% Naina Poa o ae ae 
‘Information Sheet —~ _ ee Lesson? 5, 10, & 7 , = 


” . : 
. : -“ . . re . . ‘ : 7 = oa - : “f : 
: vo : : : : eS 4 ’ 0 : 
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: ay . 
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: re Job Interviews: Questions 


ee / | - oe Which ae Often Asked —_ _ - fa, s 
> AL Personal Backoround (identé fication) a oe , = & 
: a -1. What information can you give me about yourself? :  . Se Be eH 

2. .Where do you live? *.».. | a ot UE ie 


3. How long: have you lived there 
4. What ‘are your’ favorite hobbies?. 
5. What is your militany status? 
6. How old are you? ., - 
7. What civic or community activitiés have ou participated. in? 
8, Do. you think these activities are eh ; 
' 9. . Do you like people? . 
. 10. Do you. have many friends? . 
11, What do you do with your spare time? + 


12. What things do you do’ best? , . os ' | ‘ 
13, Are there things. that you do not ere 7 : 


14.. How do. you like to spend your vacations? . . : a a oe 
'15.° How:much television do. you watch? . et G . Ean 
16.. Have you ever been arrested? 


17. Have “you ever been in jail? ae a ee re re 
ae ‘ 18.. Do yo have any heatlh. problems? , 8 
ee - 19, Have you ever received treatment for an énotional or mental condition? 
- ~B,- Education | —_—_ | } 
1, What high schoo! Giese school ) did you attend? oo we . 
<2 2. Did you graduate from high school? wo a i i oe 
3. Did you get any-special training in high schoo}? “e 
4. What courses were your favorites? y ane . 
- 5. What courses did you dislike most? * 
* 6. ‘Did you participate in any extracurricular activities?” 
'7.. Did you have to miss much school? ; 
. 8. eae was the last year of school which, “you completed? 
-.' 9, Did you -have many. friends ?. ‘ 
. 10. “Haw many of your teachers were good? — | i 
* 11.) What can you tell me about your favorite teacher? 8 Pe 
Cc ; ; ; 


' Skid training 

7 Have. you attended vocational or technical school? 

Have you participated in ‘Any manpower training programs ? 
What, vocational skills do you possess? 7 

What\ machinery can you operate? —- ——~ ee 
Have\yous«had any on-the-job training? fe 

‘Did you receive any vocational training in high school? 
Have’ you developed. any vocational skills from your hobbies? 


rv 


: “Ope wneg 


- 
ry 


60 _ lua 


Cn a a Ae a re’ 


dD. @ Work ‘experience or work related nash) . | “4 4 


-. 1. Have you. held any part-time jobs? —- & 2 ee 4 

2. Have. you held any full-time jobs? . . ws. = ole 
3. What duties did you perforin on’ your job?’ : an, i: 

4. Did you..Jike your job? ee a ae o 
5. How much money were you making?‘ gt oe 

6. Why did you. leave that job?, ¢@ - a er ; “ 
7::. How much do you expect to be paid on this job? ogee 
8. - Do you bélieve that you-can perform the duties required c on this ‘job? 
9. Where did you learn about this job opening? = 


ES. 


: 10. How Tong did you work with that company? 
Do you want a temporary or permanent job? 
Ve “Did’you like your jast.supervisor?:  ‘ 


i) 
yr 


3, Did you and. your employer get along well? - ' 
4. What can you tell me. about the co-workers on, your last, job? 
15. Do you prefer to work alone or with other peepee 


2 Does this job have-any disadvantages? | 
3. What type of work do you want, to do? - ee: ton ee 
~.4. What’ job-would you lenst ike to do? . ae ° s 
25. How cansyou benefit our company? . #. : 
- "6. What can you tell me about our products? Or services? | 
se 5 dow did you become interested in this type. of work? 2 
8>OWhat do you know about our company? 
hat are your qualifications for this job? 
10. What would you-do if you could have any job in our company? 
11. How much tioney would you Tike to make? 
.12. Are you willing to: begin working, shor minimum a wage? z 


> 


16. ‘What a hee long-range: vocational plans? . 
. 17. .Have you*learned anything. from your past a . ; 
18. . What kind of an immediate supervisor do yo Seed oa 
_19. -Are oe} willing to move to another" city or arate, if. the compaily asks, a 
«you to ; . 
20. What did you fost ‘like about that job? . “we 4 , 
-21. What did you like the least about that job? - 
Vocational interests 
1. What advantages are there in vorking for this company? “+s va 


ae 7 oo ee nae oe | A hs 
ce poe - Role Playing Simulated Job Interviews. . 


7” Objectives = ae nn ee | So - | @ 


7 1 To provide sifulated Sob interviewing experiences. 0 ae a ; val 
. Outline: (Continuation of Lesson 9) wit 
| _ I. Job Intervielis: (role playing) - - * ge, 2H - 7 7 
~ A. . Interview each individua] _ , oe ay 
1, Ask’for volunteers = -—,- - - 
»,. 2.2. Round robin 
B: Instructor will be the interviewer - 
_ KB Maintain ten minute time limit on interviews Q 
,°. 2... Interviews ‘wil be adapted from Job Interviews: a 
«a. . Are Often Asked = é 
C. Record ‘interviews or video tape (VR) a 
* ..  1.° Group ptayback . _ | , 
~ 2, Discuss interviews | he & . : ne By 


soe 3 Feedback: * 
ee ~~ -D.. Begin a ‘second ‘set of. interviews 
7 rn a ae : Ask: for. volunteers | 

| - Round al (depending. on time) 


shea ee ee oe, ae a 
a: Hila Sheet: Job Interviews: Questions Which Are’ often Asked (See _ @ 
| Lesson 9 ; : . | : : 
i: she ore ie Job ‘Interviews # : uestions Which ‘Are Often ‘Asked (See ‘ fig he 
- _ Lesson 9 - a | et ee 
a4 - 3. Video hae recordings (VTR) - . : _ a - ee 
: e . =~ ‘ “s : 
: a | 
4 \ oo: 
a a ba 
ae : ? . ad 
i 8 Bo e@ 
~N GO 
“eae od . . 
; F 62 ‘ b 
eee f  » + ee ~~ @.": ae 


@ = ; . : . . oct “i a ; ia ~~ 7 . 
. od Plats Fa . ; a [aa a 
-tesson Ais ‘Role Playing. Simulated Job. Interviews. and’ ‘Introduction to Se 
- “ang or ata a, Job’ After: “— Have La 


eo. ; | , eo = 
a bjectives: : a ee ne . 
. : . » de 7g provide Simulated Job interviewing experiences. 


Outline: (continuation of Lesson 9). 


ee Job Interviews (role playing) 


A, ‘Interview each: individual 
-1. Ask for volunteers 
. 2. Round robin - 

B. Instructor will be the interviewer: 
Sos ss) A Maintain ten minute time limit on interviews. 
Va . 2. Interviews will be adapted from Job Inte vidws : 
Se Are Often Asked —- 

WC. Record : interviews: or video cane (vTR). 
t. Group playback . 
» . <2. Discuss: interviews. 
- °s 2° 3. Feedback 
. Dd. ga a second, set of interviews 
‘Ask -for volunteers . : : :  @ 


ae : 7 -Round.robin (depending on time) . ar ae Se 7 
a II. Keeping -or aintaining.a job after you have sense 1t - Fs 
os ts , SMotion Picture: MP33 - - YOUR JOB: FITTING IN (16 min. -) = -_ ne a 
© ne Materials: . oe aa 


ee . a a ee | ae de 
oe dL Infortation aneet ‘Job -Interviews : Questions Which Are: Often Asked (See . 
i + ‘Lesson 9) 7 

| Transparency: ‘Job Interviews : __Quest fons a Are Often Asked (see 

~ Lesson 9) 
Video tape. recordings | (vTR) . = ee 
Motion Picture: * MP33 - YOUR 0B: FITTING. IN os min. ), ‘% 
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Less6n.12 - Unacceptable Beaviors Which You Sould Not Exhibit-on the Job 


3  , ‘ - . er 
Objectives: ee . . nw a : a 4 
a © To teach: unacceptable job behaviors. ee 
oe - To: suggest what not to say to an el 
ut’ ine: = a, See ge oS ce ‘ 
oT. Keeping or maintaining: a 1 job after weutiave obtained. it 


A. Work Sheet: ‘Maintaining Your Job: Exhibitin Unacce table ‘Behaviors 
eed ist as many bad work behaviors as. they can think of 


‘1. Individuals 
, 2. Group discussion ‘to compite individual ideas: 


Be * Information Sheet: Maintaining Your dob: = Exhibitin Unacce table woe 


Behaviors. — . oo ee: 
“T.. Frequently: missing sore ez ap boy 8 
‘2. Arriving te for your job 2 | or 

Being extremely’ friendly: with your gupervisor. 

Being extremely -aggressive with your 


.~ to be- bothered” , .. 
.. Expressing anger when. jou ore is constructively criticized: 
. Allowing your emotions to affect your. work 
_. 8. Treating co-workers unfairly... bs, M. . 
., 9. Taking full credit for a group effort - -“» 
"10. Breaking compafly rules and policies =: 


mar. , ‘i. Always trying to be 2 =the first person out of the building after. | 


work " 

. 12. Expressing biparierity. to your supervisor or co-workers . 

13. Allowing comments or CELTENC NS) about: your. work to become ~ 
- . personal : . 
14., Indicating that you are. more j 
==: @lse-concerned with your job - | 
7's 15. Always trying: to gain personal advantages! Saat 
~" “16. Asking your supervisor a.lot of unnecessary questions 7 


17. Verbally or:non- verbally telling your supervisor or ‘co=workers — 


' that you -dre smarter or have a better education than them . 


Be Taking problems to higher management thah your immediate eo 


-supérvisor 


19, : Being extremely sensitive | to comments made: by your supervisor, 


or ‘co-workers 
20... Always making excuses when problems arise 
21) Continually complaining and finding faults with. everything " 
220 Btaming, co- -workers for: your mistakes . 


4 


» 23. . Doing, pexschal tasks during work hours ,” such as ‘reading magi 


a -¢ Zines or writing letters 


24. Being extremely critical of your supervisor, “co-workers , on | the - 


e . €ompany you work for 7 
25. Trying.to learn’ co-workers. jobs ‘before. vai know your own 


26. Constantly complaining about. dnything asso@gated with your job 


af 27. -Congtantly watching the clock while working © 
My, 28. Frequently being unhappy white working ; = 
- - . 29. ‘Ignoring Sarety rules Se 2 


eel 


cis aie os i 
a G.: oO 
te 18 ses Oi, 


supervisor or couuorkers 


2 

3 

4.. ew 
“5. Talking to your SUnEEYIsOr or co-workers when ‘they - ‘do not want ‘ 

6 

7 

8 


~ 


art 


oo 


* 


porgant than anyone or anything _ = 


IL. -Tape Recording: “TR95 - #6 THE WORLD OF ‘WORK I - J The Magic words. That 
. Set You Fired. (approx. 15. min. ire 


e@ 2 Vateriats: ‘aa 
a . Work Sheet: M Maintaining Your jobs hibiting inaceaptabTe Behaviors 
” Information Sheet: “Maintaining: Your at UAL: Unacce table. ‘Be- 


“haviors ° 


1. 
2. 
_, + 3. Transparency: Maintaining | Your Job: Exhibiting Unacceptable Behaviors 
* 4, Tape Recording: - TRO5. - #6 THE WORLD OF WORK I - The Magic Words That .Get WORLD OF WORK I_- The Magic Words That .Get 
You. Fired (approx. 15 min. : nn nn a 
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Maintaining Your Job: Exhibiting Unacceptable Behaviors - 
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Job Readiness Training Program eS Names ey 
, Information Sheet = . _ Lesson 12 


‘Maintainin Your Job: Exhibiting ‘Unacceptable Behaviors 


Frequently ere work. 


Treating co-workers unfairly. 
"Taking full credit for a group effort. 
. 10. Breaking company rules and policies. 

1. Always, trying to be the first person out of the: ailing after work. 
12. Expressing supertority to your supervisor or co-workers. 
13. Allowing comments or criticisms about. your work to become personal. 
14." Indicating. that :you are more important. than anyone or any ening eNRS con- 

cerned with your job. ie . . 

~ 15. Always. trying. to gain personal ndvantages.: 
16. Asking your supervisor a lot of-unnecessary questions. 
* 17." Verbally or non-verbally telling your supervisor or CO WORKETS that you 

- are smarter‘or have a better education than them. ; 
18. Jakina problems to higher management than your immediate supervisor. 


ly 
2. Arriving late for your job. 
- 3. Being extremely friendly with your supervisor. 
4.~ Being extremely aggressive with your supervisor or co-workers. 
5.. Talking to your supervisor or co-workers when they do not want to be 
_ bothered. . 
6. Expressing anger when your work 4S: Secerictvey criticized. 
. Allowing your emotions to affect: your work. : 
9, 


19, ‘Being extremely sensitive to comments made by your sda orco- © %. + 
° workers. | a 
20: Always making excuses when problems arise. a 


21. Continually complaining -and finding faults, with everything. 
_ 22, Blaming co-workers for your mistakes. 
-’ 23. Boing personal tasks aucing work hours , a as reading magazines or ‘ 
_>. writing letters. ~~. 
24. Being extremely critical of your supervisor, co-workers , or. the company 7 - 
.- you work for? -" ; 
25. Trying to learn co-workers ‘jobs beiore you eoow your own. 
26. Constantly complaining about anything ‘associated with your job.° — 
27.» Coastantly watching the clock while working: . Fa . — 
28. Frequently being unhappy while working. 


2. 29. . Ignoring safety rules. 
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Lesson, 13 - - Acceptable Behaviors Which. You ‘Should: Exhibit. on the Job and Good . 
Work: Habits | a 


ee 


| Objectives: _ «£2 — . 
J eis, ee To teach. nécentable job. behaviors. ‘ Pe i ee Te i 


Peony 


2: To teach good work habits. — 

— Qutline: Te EN &£ a | oe | 
oe ¥ = ane 
cus Keeping or maintaining a Job after, ‘You have gotten it.  @.. ee 


AY Work Sheet:: Maintaining Your Job: Exhibitin Acce table Behaviors. 
ae ‘Individuals ist as many good work behaviors as they can think of | 
2. Group discussion to compile. individual. ideas’ 

B. Information Sheet: Maintainin Your. Job: Exhibiting Acce table. 


“h 


Behav iors. 
~. Always arrive 15 minutes before you are expected to begin your 
job . 
_: 2. Atterid work ona regular, basis : | 
as 3. Promptly return to your job after the ‘neh ‘peviod has ended: . 
4 i return to your Job after your break or rest’ period has 
- ende 
~. 5. Carefully listen to instructions sie wn your supervisor or . " 
co-workers —~ 
6. Ask well thought out: ques tions when you do not understand ~ 
(especially if Jou must question your supervisor) 
7. Maintain good gfooming habits a 
8. Getting. alent of rest will better enable you ‘to be meine aad S34 @ 
__. friendly on the. job . ours 
9. ‘Look for additional work . r- 
_ 10. Remain at your work station 
. . 11. Keep busy eee 
eo. » 12. oy Mell patience : os es 
i ’ . 13. ‘Inform your supervisor of your progress 
‘14, Verbally express positive attitudes to your. supervisor anid co~ 
workers 
15. Systematically conduct your work tasks 
16. Plan ahead and know what tasks you are going to do before you é 
’% . - get to work | en 
“17. Learn company policies and rules 
18. Constantly do the best job possible . 
19. -Do*more work than ‘is expected of you 
a 20. Refer to your supervisor and,co-workers by name 
, 7s ; 21. . Be as agreeable as possible when talking to your supervisor or 
pS _ co-workers . 
; 22. Observe how co-workers perform. oa you are doing 
‘‘\ 23. Exhibit friendly, cheerful, and courteous behaviors . 
24. Be sensitive and understand your co-workers' feelings 
25. Be concerned about the quality of your work 
: . 26. Be concerned about thgsgmount of work which you are producing 
: 27. Respect your superviso ‘ 
1s Motion Picture: MP35 - - YOUR JOB: GOOD WORK HABITS (13 min.) Lan @ 
o a - * | : \ . 
, 6 2 : _>. 
' : 
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Materials: —-~ 


1. Work Sheet: -Maintaining Your Job: Exhibiting Acceptable Behaviors > 
2. Information Sheet: Maintaining Your Job: Exhibiting Acceptable Behaviors 
- 3, Transparency: Maintaining Your Job: Exhibitin ‘Acceptable Behaviors . - 
4. Motion Picture: MP35 - YOUR JOB: GOOD WORK HABITS (13 min. — 
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~ Job Readiness Training Program a Name: ee 8 _ 
- Work sheet Lesson 13.0 g 


Maiataining Your Job ‘Exhibiting Acceptable Behaviors iat | 
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- . Job Readiness Training Program --° Name: . se . 


Information Sheet - . Lesson 13 
Ly a — 4 a ° 


Maintainin Your Job: Exhibitin Acce table Behaviors . 


= = » 

1 Always arrive 15 minutes. before. ‘you are expected to begin. your obo 

2. Attend work on a regular basis. 

3.!° Promptly return to your job after the Tunch period has ended. 

4, Promptly. return to your job after your break or rest period has endet!: 

5. Carefully listen to instructions given by your supervisor or co- -workers . 

6. . Ask well thought out questions when you do: hot understand (especially. if 
. ‘you"must question your supervisory. _ . 
7..° Maintain good grooming habits. , 

~8:. Getting plenty of rest will better enables you to be active and. | Friendly 
“an the job. . 
9.. Look for additional work. 

10. Remain at your work station. 

11. Keep busy. ae 

12. Exhibit patience. > 

13. Inform your “supervisor of your progress. 

14. Verbally express positive attitudes to your supervisor and co- -workers.. 

15.. Systematically: conduct your work tasks. 

-16. Plan ahead. and know what. tasks you are going to do. Before you get to work: 

‘17. Learn company policies and rules. 


“ : \ 


18. _ Constantly do tke best job possible. o "Se i! 
19. fe more work than is expected of you. a .* ¥ a 
20. -Refer to your supervisor and co-workers by name. t 


_ 21.. Be as agreeable as possible when talking to your supervisor or co- -workers .- 
22. Observe how co-workers perform tasks which you are doing. 
23. Exhibit friendly, cheerful, and courteous behaviors. 
24. Be sensitive and understand your co-workers’ feelings. 
25. Be concerned about the quality of your work. 
26. . Be concerned about the amount of wove which you are snoduelag. 
27. Respect your supervisor. 
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_ Objectives: rr ee ee 


III. Motion Picture: MP34 = YOUR JOB: YOU AND YOUR-BOSS” (15 min) 
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Lesson 14 - Good Grooming on the Job, Seven Vital Worker Characteristics that 


yu. Employers: often Rate, and Getting Along with Your Boss - ' 


1. To explore anpeaneiate grooming habits ‘on the job. 

2. To explain the good and bad aspects of seven worker characteristics. ance 
' quently rated by employers. — 

3. To teach how.to have a good working relationship with your boss. 


Qutline: 


a Good grooming habits ‘on 1 the job. oe 


A.. Brief review of Lesson 7, see Information Sheets Job Interviews : a in , 


Self-Evaluating Your Grooming (See Lesson 7). | 
iB. Discuss essential grooming a after getting the job aa ee 


II. Employees are frequently rated on. seven vital characteristics I _ 


A. Filmstrip: and cassette: --RV12 - - #10 THE WORLD OF WORK: Seven Fatal ar or 
_ Sins (approx. 10 min.) a re 
- Bo Filmstrip and cassette: RV12 - #11 THE WORLD oF WORK: ‘Seven Vital. 
. Virtues. (approx: .15-min.) . - 
C. Information Sheet: “Maintaining Your Job: Seven Worker. Character-' 


istics Rated by Employers 
1.. Honest vs. Dishonest =. .—s _, 


1 . ; 8 on Shes ra : 
2. Reliable vs. Unreliable a 7 ‘t,, a 7 
3... Cheerful vs. @ostile - } 
. 4. Diligent vs. Lazy 
5. Enthusiastic vs. careless - 
6 Cooperative vs. Uncooperative 
7 


. Loyal vs. Disloyal 


Materials: 

Information Sheet: Job "Interviews : seltEvaluat ing Your Grooming (See 
Lesson 7) . 

Transparency: © Job Interviews: Self- Evaluating your Gréoming (See 

Lesson 7) . . 

‘Filmstrip and cassette: - -RVI2 - - #10 THE WORLD OF W “Seven.Fatal Sins 

' (approx. 10. min.). ; a Neat —_ 

Filmstrip and cassette: RV12 - #11 THE’ WORLD OF WORK: Seven Vital. Virtues 
(approx. 15min.) - ) a 
Information Sheet: Maintaining Your Job: Seven Worker Characteristics 
Rated by Employers 

Transparency : Maintaining Your Job: ‘Seven Worker Characteristics Rated by 
Employers 


Motion Picture: MP34 - YOUR JOB: YOU AND YOUR BOSS (15 min..) 
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“ Maintainin | Your’ Job: Seven Works er characteristics 


vs. Dishonest 


- 1, Honest. | 
' 2, Reliable. vs. Unreliable Ay: 
oe 3. Cheerful vs. Hostile 2 2 
if 4 piligent vs‘. Lazy | , : a : - = 
. Bee Enthusiastic vs. Careless x re 
_ . 6... Conpaattye vs. Uncooperative = 
e ar ae ; : Se, ‘S . 
ah Be stoyah owe WSe ‘Disloyal eS ; 
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Lesson 15. - Getting’ the Most Out of Life through Advancement on the Job and-a_ = 
Question and Answer Conclusion on Job Readiness Training 


~ . = : @ 


“Objectives: © 7° - _ 7 a2 Ge 


- 1. To explore the importance of getting the most out of mre = enough: advance- 
= ment. on the job. ; . a 
ut ine: — > / *# & ta —_ : : 
| ae “Motion Picture: ~ MP36 ~ YOUR JOB: GETTING AHEAD (15 min. soe oe | 8. 
. Ils Motion Picture:" MP104 - JOBS. AND ADVANCEMENT : “ON THE ‘MOVE (Sg. ) | 


III. Information Sheet: Maintaining Your Job: Concerns About Advancement 


-A. Thinking about your future 


 B. Gettdng ahead oo _ a 
CO I. Moving up to other jobs (experience) - . “ 
e. 2. Changing jobs we s 7 
; 3..: Starting your own business & ~ — ‘ 
an -. 4, Education : . | as 
Lee CU, 5. Training : .. 
. _  €. What is most’ “important to you = ‘ 
. . 1l.. Extrinsic values --:material goods | \ ° 
ie » & 3.4 zs Intrinsic. values. - self-satisfaction- ne ad . . 
. - ~ . D. Do you have time to wait for advancement? a . bk m og 
Fs al sucdessful people.use: to get ahead. | Fo | @ 
Take and keep entry level jobs they can ‘advance. fron . 35 
® 2 Get jobs that suit their interests - a a — | 
Watch for opportunities . Coo eo | 
AP. Learn new skills ‘and use them - 
. one . 
«IV. Qussitfoneand answer cgnclusion 0 on -"Job Readiness Training" ae 
a 
Materials: : 7 ; = . i | = | 


Motion "Picture: MP36 - YOUR JOB: GETTING YOUR JOB: GETTING AHEAD (15 minh. ) os 


Motion Picture: MP104 -" JOBS AND ADVANCEMENT: ON THE MOVE (13 min.) =. ss, 


E 

2s. 

3.: Information Sheet :. Maintaining Your Job: Concerns About Advancement 
Ae 


\ Transparency : ; ‘Aainteining Your Job: Concerns ae Advancement 


. a : oe , ae 7 ~ 
- ; Z ts . : 74 ° . 78 


4 
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Job Readiness Training Program 0 Name: 4 
ae Sheet ™ ‘Lesson 15 
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« 


Maintaining You Job: Concerns About Advancement 


‘A. Thinking about your future sn = 
= > Be Getting ahead | | . 7 
¢ “4 Moving uP to other Jobs (experience) F 
= a Changing jobs 5 | | 4 8 _ 3 
\ z -Starting your own business . - 
4. Education t 
' - ™ ¢ , 
{- 5. Training | 
¢. What’ 1s most important to you 
f Te “Extrinsic values - material ‘goods * 
2. Intrinsic values - self-satisfactigon 
rs = D./ “Do you have time to wait for advancement? ‘ 
~~. E. Methods ‘Suecessful peopte use to get.ahead -_ 
: ls Take and keep entry level Jobs they can advance from. 
- 
= ee Get jobs that suit their interests a . 
-3.° Watch for spportunitice a , , 
mn 4, learn new skills and use. them 
mY . | 
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APPENDIX A oe. ee », 
TRANSPARENCY MASTERS — | | | 
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REASONS WHY PEOPLE WORK ‘ . ats a — ‘ 
. . = 2 . 
é i < oy 3 4 t ‘ 
aL . ne 
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o ATTAIN RECOGNITION BY SUCCESSFULLY COPLETINS _ 
PERSONAL GOALS 4) 

~ TO EARN NONEY. ; | 8 

TO OBTAINS$ELF-SATISFAGTION AND FEEL INDEPENDENT, 

, 10 OBTAIN: WORK EXPERIENCE AND ‘A PEELING OF 

"IMPORTANCE 

;. 0 FEEL USEFUL BY ACHIEVING OR ACCONPLISHING YOUR. 
INDIVIDUAL. GOALS oe 

| TO'BE AROUND QUHER PEOPLE = 7 

70 HAVE: A. FEELING OF BEING SECURE BY. PREPARING 

_- FOR THE FuTuRE =e 

TO. NAKE A CONTRIBUTION T0 SOCIETY” 


78 
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ee a ae var i, a Fa, ae wees ee ee 3 P i an ‘ E . . 
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“pkpide CIRCLE HIGH. ‘TEREST, AVERAGE INTEREST; OR. Low “wrenest 


*THONAL, INTEREST AREAS.» oe ee 


os 


70 INDICATE. HOW MUCH. YOU LIKE EACH. OF THE FOLLOWING 10 ‘OCCUPA ; 


i + i iy ‘OUTDOOR: “ANOS WORKING ure, OFTEN WITH PLANTS oo a es 


: OR ANIMALS, oe : eh ae 


1 


ao HIGH, INTEREST es inreRest oan 7 . 

ore . Qt MECHANICAL: ENJOYS WORKING WITH MACHINES AND, TOO. 

a a HIGH INTEREST . _ AVERAGE wens - Lok INTEREST 

eo | COMPUTATIONAL: ENJOYS ADDING AND SUBTRACTING NUMBERS. 

a HIGH INTEREST ~ AVERAGE INTEREST LOW INTEREST ue 

iy, SeIENTIFIC: * ENJOYS DEALING. wITit aN AND SOLVING PROBLENS i . 
_*AND DISCOVERING NEW FACTS. as 


3 


fr = 


HIGH. INTERES eng est : LOW INTEREST. 


? 


| PEE ENJOYS MEETING: AND*DEALING wT PEOPLE. 
AND SELLING. OBJECTS. . 


| “ul GH INTEREST Ave TEREST LOW INTEREST 


ENC 


6. 
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nits ens iw me OF wR 
- HIGH INTEREST 
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Anristic’ "ENJOYS DOING. CREATIVE WORK vite HANDS THAT > 
; INVOLVES DESIGN, COLOR, -AND MATERIALS. a a 


“ge 


i INTEREST | | AVERAGE. INTEREST “L0H INTEREST, o fy 


. LITERARY: “ENIOYS. READING. AND WRITING: | 
HIGH INTEREST. AVERAGE INTEREST: Loi INTEREST 
| MUSICAL: ENOYS PLAYING AN. INSTRUMENT OR SINGING. 


a HIGH INTEREST «AVERAGE INTEREST. . “Lov INTEREST. 


. 


SOCIAL SERVICE: ENJOYS HELPING ( OTHER PEOPLE, 7 ? | 
iulch INTEREST AVERAGE: inenest. LOW: iNTEREST 


| ERAGE INTEREST LOW INTEREST 
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: a ee 
HELP | WANTED ADS IN NEWSPAPERS oo ee 
_ TELEPHONE DIRECTORIES (YELLOW PAGES), TO 
FRIENDS OR/RELATIVES 

|. LOCAL COMMUNITY ORGANIZATIONS 
>Re CHAMBER “OF COMMERCE Be! 


“B, BETTER BUSINESS ASSOCIATION 7 


STATE EMPLOYMENT SERVICE = 
PRIVATE EMPLOYMENT AGENCIES = 5. 
BETTER BUSINESS BUREAU Nae? 7 
BUSINESS ESTABLISHMENTS °° 

| As SIGNS IN WINDOWS © 


“Bs SOME FACTORIES HAVE HELP WANTED BILLBORRDS oes 


“OR BULLETIN BOARDS LOCATED OUTSIDE. 7 
INDUSTRIAL DIRECTORIES - ey hs eee. 
OBSERVE CONSTRUCTION AREAS” eS 
CIVIL SERVICE ANNOUNCEMENTS (USUALLY LOCATED -IN- 
POST OFFICES) - 

“SCHOOL AND COLLEGE PLACEMENT SERVICES 
“PROFESSIONAL STAFF MEMBERS IN REHABILITATION 


“ 


in FAGILITIES 


* VOCATIONAL: TEACHERS - wie, aR 
"REHABILITATION: COUNSELORS -; | 
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a < 
ORT PROGRAM LESSON 2 
+ LOOK FOR THIS INFORMATION IN WANT ADS -. 

1. TYPE OF JGB-OR NATURE OF WORK * 
702, WORKING HOURS (SHIFT) — ‘2 
“| 3, REQUIRED WORK EXPERIENCE 
7 4, REQUIRED LEVEL OF TRAINING" _ me 
5 
6 


«SALARY AND FREQUENCY OF PAYMENT ~  gi- *, 
: REQUIRED PERSONAL EQUIPMENT OR MATERIAL . 


a bd ‘ . — . ‘ 


B22 0 


"le > 
u Y at 


ots rr nn nnn genie 


‘| OPENINGS FOR. 8 WORKERS OVER 18, ee 
PREFER INDIVIDUALS WITH PREVIOUS — aan 
| WORK EXPERIENCE IN INDUSTRIAL OP- a 
><) ERATIONS,” HOWEVER, IF. YOU-HAVE © 
| ABILITY AND’ DESIRE TO-LEARN, OUR 
“COMPANY IS WILLING TO TRAIN YOU, 


ag oe DOP FIRST AND SQM SHIFT WORKERS ARE - 


7 | NEEDED., BEGINNING SALARY. IS $2.90]. 2 
*\ Tir. WITH’A RAISE AFTER SIX J 
eo | MONTH TRUAL* PERIOD. IF INTEREST- 
| ED, .PLEASE CONTACT: Se ae 
: - DENNIS TESOLOWSKI* a 2% 3 
ERSONNEL MANAGER A — 
ATIONAL ALUMINUM Company, INC &7 ce. 2 : 


6 PETRIE AVENUE _ 
fir sTON, ALABAMA 36201 ap & 


ts 8 PANE EQUAL ean EMPLOYER | - 
s ot i‘ = ae . oa z 7 , ay —S 
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| _TSOROON OCCUPATIONAL CHECK LISTS pe o>. 


, 4, ‘owes - 48 ITEMS = 
a OAL CLERICAL (NISC.) 64 Qe es 18 
" CLERICAL - CONTACT... . wy 41-48 
7 CLERICAL = COMPUTATIONAL. . ".-.” 81-88 
‘CLERICAL: - PERSUASIVE. . . . .121-128 ae. 
; B= SALES. oe . 161-168 2, N 
ae Ae MANAGERIAL cali ee ee 201-208. ( ‘ 
“os  Qy QUTDOOR = 24 ITEMS 
Perea _ = FARMING: oe ee GIB = 
i By OUTDOOR (nse. a. a 
= Gy RISK-TAKINGS Wk ec BRB 
_ (3. ARTS - 24 ITEMS 4 og 
Ae DESIGNS. = ne 129-136 
a OB CARTS (MISC. ite -169- 76° 
oS,” ae es ENTERTAINMENT. ee “1209-216 N 
a & Ae a Be 
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oo ——<ty.—TECHNOLUGY'- 96 ITENS | 
: , FOOD PRODUCTS. tot oe ca 17-24. 


A 
|B, TEXTILE PRODUCTS... . sss . 25-32. 
-\ Cy METAL WORK. eee . 57-64 
oD 
E 
F 


D, METAL WORK (MISC.) 5. 1 + 65272 gue 
EB ELECTRICAL... aes 97-104 
RF, . MECHANICAL REPAIR. ease 105-122 - 
Gr CONSTRUCTIONS... wg... «5157-244 
CONSTRUCTION’. We 145-152 
75a. CHEMICAL PRODUCTS, _ 4 4177-184 
i. ok —).. Je} FINE MANUAL. boc a eee va 0185-192 * 
cy Kee TECHNOLOGY (MISC. ve vs, 6217-224 
ee Lg MEDICAL = DENTAL ua 225-232 
@: oo. 5. sepvite - 48 ITEMS oS ee 
oe ae : “A, SERVICE (MISC), 6 Fe tag ye 
cB, PERSONAL SERVICE, «vs | 
. C.° TRANSPORTATION M4. 0 ne es 
‘D. PROTECTIVE eee : ie aD 
E, 
F, 


SOc tAL SERVICE Fo 2... 19342006 
INSTRUCTIONAL.’ ; eo <4 235-200 


| ~ - : i = i, _ sos : : ys = | 7 . = ; se. 
[nieces bie ; E . . “ &e % : os : ; 
: ; ees ‘ Lo, od “oN e . “ 7 : ae aa , 
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LESSON 3 


-.- Table 7, Job Titles and DOT Codes for Check-List Items. 


DOT DOT*: 


Item . DOT. DOT* _ Item -_— . 
Number Job Title | 2 Code Page = Number | Job Title Code Page 
re BUSINESS Le _ 
Clericai (Misc.) . . - Clerical-Contact * - _ 
2 1. Messenger . : 230.878 509 4¥. Telephone Operator — - 235.862 29] 
2, Distributing Clerk 222,587 282 42. Compiler . 249.388 276 
" _. » 3, Duplicating-Machine erent 207.884 = 322 — 43, <Correspondence Clerk 204.288 256 
. ‘. 4, File Clerk . 206.388 =. 276 - 44, Receptionist 237.368 258 
‘ 5. Clerk Typist - . 209.388 256 45. New- Account Clerk 249.368 258 
‘o's 6, Stock Clerk 8 7 * - 223.387. 271 46, Information Clerk 237.368 258 
vt Shipping Clerk II 222.587 282 47. Stenographer 202.388 278 
8. Router 239.588 —289. 48 Secretary. 201.368 263 
~ [ oe | 
ae . OUTDOOR 
| Farming : - Outdoor (Misc.) 
-"°9, Orchardist . 404.181 411 49, Farm-Equipment Operator 409.883 444 
|10. Vegetable’ Grower -. ~ 403.181 411, 50. Yagdman | 304.887 360 
: 14, Farmer, Cash Grain 401.181 4fl - SI. nhs Worker *: RB 406.882 360 
"42, Cattle Rancher» 413.181 411 . 52. Chathmana 018.687 . 282 
, 13. Poultryman, Egg 412.181 411 53.. Prospector 024.288 385 
"14 Barmer, Dairy 41.181 411. .54. Park Caretaker * * 407.868 *- 427 
‘ 15. Stableman | ‘ 356.874 SIT. 55, Trapper. - 451,781. 349 
"16. Farm Hand, General ew 42.883 444 - 56. ‘Hunting and Fishing Guide 452.868 505 
. ia. TECHNOLOGY ae x _ ca, SS 
‘Food Products , jee a, ee 
17 Soner, Agricultural Produce 529.687. 82... $7. Pourer; Metal 514.884 322° 
18. Cook,. Kettle “a 526.782 435. ‘58. Kettleman’ 519.885. 447 
19, Can Inspector 920.687 282 * ~~ 59." Coppersmith. -“* - 862.281 312 
20. Candy Maker : + 529.381 312 a» 60. Sheet-Metal Worker 804.281 312. 
21: Gtader ; * §89.687 283 6}. Boilermaker - 805.281 312 
22. : Dairy- Erocessing EDnpmncnt, Oper, +» 529.782 |. 435 62; Welder, Arc bg 810,884 322 
os 23. Baker: } - : 526.781 319 63, Shaper § Set-Up Operator, Tool 605.782 435 
r 24° Meat Cutter 316.884 322 _ 64 Leverman 612.885.. 447 
3 3 Textile Products . OT _ece Metal Work (Mise,)° = = oe 
25. Shop-Tailor (Dressmaker)- (785.381 312 65, Sa Operator _ ar 5507 435 
26: Weaver - Ste X 883.782 9436500 * 66, Firenjan, High Pressure >. 951.885°° 447 
27, Dye-Raige Operator 582.782 435. — 67. Patternmalgl Metal ‘600:280 430 
_28. Cutter, Hand * , 781.884: 322, / 68. Plater.” ~ - /500.380 * “430. 
a. * wee Sewing-Machige Oper., All- ‘Round * 787,782 4 69, Die Designer 007.181 377 
30, Laundryman ; 369.887 _ 360". * 70. “Machinist . a ; - 600.280: - 430 
“ 31. Dry Cleaner, Hand » 362.88% 322 . 71. Millwright - ‘ Sg - 638.281 © 312 
32. Shoe Repairman * , 365.381 312 oe _72. LongsHiorerhan, .- * ¥ —9VL.883 444 
b fe Be ee >. “SERVICE Oe ee + : 
oe é 4 Service (Misc.) ‘s oh AS Ss Personal Service . . 
> . 33. Janitor - oo. 382.884-— 322, 73. Fountain, “Man*. . a” 319.878. 507 
34. Maid To. 7 ; _ 323.887: 360 14. Cook: * 313.381 310 
: 35. Belirhan : a 324.878 307 75. Kitchea Helper 318.887 360 
36. Hotel Clerk .  * "242.368. 265 ‘76. Waitey Informal "311.878. 507 
C, 37, Ticket Agent = ‘ 919.368 a a Mh Waiter, Head de . SILU38* 4461 
” - .° 38. Airplane Stewardéss . 352.878¢. .507 3B. Usher” i .  ¢- 344.878 = «509 
a 49° Cateref® — " 187,168 245» 79. Barber ~ © % 336.377 ° 499 
40.. Library Assistant - 249.368 258 “+. 80. ‘Cosmetolfgist a gy 1332.271 | 499 
. _Ditionary of a Tiles, Volume. $ 7“ “ . : i _ ; 
: - _ es re = a - + 
“eng a BHP 


JA rus Toxt Provided by ERIC ERIC 


: ‘ . ir Se 
: Table 7 Continued. ° a: 
Item bs DOT DOT* © Item HOT DoT’ 
~ 3 Number Job Title Code Page. Number Job Title » Code Page 
P ; war) , % ; . ° 
6 : p BUSINESS 
| . Clerical-Computational aa ae Clerical-Persuasive ~*~ | 
a Bobkkeeping-Machine Operator - 215.388. 280 121. Employment terk 205.368 258 
“y82, AuditClerk’)) - ~ =, + 210.388 280 122. ‘Collection Clerk . 240.388 = - 256 
83. Pay-Roll Clerk 215.488 . 280. 123. Adjustment Clerk 241.368 258 
84. Billing Clerk " 219.388" 280 124. ‘Survey Worker 249.368. 250 
. 85. Calculating-Machine Operator | 216.488 280 125. pemonstratgs 297.458 488 
86. Key-Punch Operator 213.582 274 126. Order Clerk : 249.368 258 
» 87.’ Teller a - - 212.368 267 27. Production Clerk 221.388 280 | 
J. _- 88. Cashier II - ru 211468 269 \ 8. Claim Adjuster (241.168 416 
ove . be 2 4 : 
ourpoor = . ' . ARTS 
an Risk-Taking , 4 a , Design 2 4, 
. + 89, Mther : , 939.281 312 129. Jewelry and Flatwear Designer 142.081 232 - 
§ 90. Blaster © = - 859.281 = 312 130. Set Decorator 142.061. 228: 
car ‘91. Decoatamination Man - 199.885 | 447 131. Clothes Designer 142.081 232 
92. Steeple Jaok ar ” - 869.781 319 132. Commercial Designer 142.081. 232° 
93, Logger, AlFRourd: , 940.884 + 322° 133, Painter, Hand - 970.381 » 312 
94. Diver 899,281 312  . 134. Advertising Layout- -Mdn | “144.081 232 
95, Fisherman, Net 431.884. 322., 135. Display Man 298.081 232 
: 96. Ordinary Seamaty ~ _ 3 On. 887 | 360 - 136. Interior Designer and 7 142.051 228 
© = . TECHNOLOGY , A 
et - i s Electrical or Construction —— 
@ . 97, Wireworker _ 728.887. 360-137.» Plumber “| g62.381 “912. 
ce 98, Television Service and Repairman . 720.281 312 138. Plasterer . 842.781 . 319 
"* "99. Electrical-A ppliance. Serviceman 827.281 312 - 139, Painter -  * 840.781. 319 
2. ,° 100. Electric-Motor Repairman _ 721,281 7° 342: 140, Carpenter, Rough "860.781 319 
“4. 101. Electrical-A ppliance Repairman 2 723.381 312. Tat. Carpenter 860.381 .- +312 
. " ° 102, Radio Mechanic. - 823.281 * 312. 142. Roofer 866.38) 312 
_ + 103. Electronics, Assembler, Develgp.. 726.287 a -143. Electrician . 824.281 . 312° 
104. _Lineman,‘Repair 821.381 3 144. Pipe Fitter * fast 862.381 312 
4 Mechanical: Repar . . . ™ ‘ ~ . Construction 
"108. AuBomobile-Body Repairman . ”~ *. 907.381 3124 145. Bricklayer’ * i 861.381 312 
106. Automobile Mechanic- — | 620.281 312 146. Cement Mason _+844.884° 322° 
- 107. Airéraft-and-Engine Mechainit: J 621 281... °312..  . 147. Stonecutter,Hand 771.381 0 312 
108., Junior Engineer . a6 623. 281. « 312 148. Structural-Steel Worker 801.781 319 
we 109. Maintenance Mechanic ee : “3.638.281 © 312%-7_ 149. Hoisting Engineer 921.883 444. 
sh 4 110. Assemblery Automobite-"~ 806.887. 360’. 150. Bulldozer Qperator _ 850.883 444. 
% NL, Assembler, Subassembly_ . 807.884 .322 = ISI. Truck Driver, Heavy 905.883 444 
11}. Mechahical-Engineering Technician “0072181. ‘379. 152. Contractor 182.168 245 
a ; e a ee : ’ ; 
a. sm . a... SERVICE Y _ 7 ; \ 
“sl Transportation a ee Protective Services 
ue 113. Automobile;Service- Station: ‘Attend. 915.867, 503.0, : 153. Watchman ~ 372.868 427 
oe 114: Taxi Driver 4 a 913.363 Sto . $54. Gateman ¥* @72.868 427 
~- 115. Chauffeur "913.883 444 155. Safety-and- Sanitary’ Inspector 168.268 416 
as “416. Bus Driver = 913.463. 519 3¥° 156. Correction Officer 372.868 | 427, 
"17, Salesm&n Driver st, s+ 202.358 488 2 157. Patrolman 3758 416 
©. 118. Conductor, Passenger Car -,. 198.168 245 = | 158. Detective. i J. 375.268 416 
+ 119. Elevator Operator _ . 388.868 507 ” 159. Fire Fighter 373.884 .. 322 
~. "420. Airplane Pilot, Commerciat 196.283 422-160. "Enlisted Man 368.999 8 
: . Dictionary of Occupational Titles, Volume II 
— ; 


eget Cg et es a. © Table 7 Continued. = a He 5 
Item * 0 * _ "DOT DOT*: item 3% - ss DOT. _~DOT* 
Number Job Title Code . Page Number . ' Job Title . Code Page — \ 

“8 — ee -. 2 

se : : BUSINESS Y at ’ . 
- ™, @ < _ Sales ; 2 . Managerial. oo @ 
161. Salesman, General /. 289.358 488 201. Many er, Store, 185.168 = 245. : 

- . 162. Teléphone Solicitor : a 293.358 488 202. Magfager, Merchandise: 185.168 245 a 
163, Salesperson, General - - 289.458 488 203. N&nager, Hotel - 187.118. 237... > 
164. Sales ie ‘— 290.478 50! 204. fieneral Foreman 183:168 245 
165: Salesman, House-to-Houses . 289.358 488 =. 205. Manager, Office 169.168 245 
_166. Salesman, General Merchandise - 289.358 488  ~ 206. Purchasing Agent 162.158 484° 

". 167, Salesman, Automobile . 280.358 488 . 207. Buyet + 158 484 
Tie 168. Salesman, Insurance . 250.258 488 208. eo Credit and Collection 168.168 945 
ue « “ . 
‘ s ARTS a 
Arts ( Mise. _ - ® Eniesiaumiient, : 
-_ 169. Photographer, Commercial « 143.062 - 230 209. Motion-Picture Projectionist 960.382 °514 
© ¥70..Painten | \ 144.081 232. 210. Flyman 964.887 360. 

_ \71. Ilustrator . 141.08] 232 211, Attor . 150.048 392 

-™...172. Painter, Sign a * 970.381 312-212, Annéuncer — 159.148. 400. 
| ae Literary Writer =.” 130.088 524 213. Musician, Instrumental’, 152.048 |: 394 
174. Script Writer 131.088 © 524 A214.. Dancer : \ .,. 151.048, 398. 

175, Booking Agent’ + 2); | 191.118 239 / 215. Model » > 297.868 408 
176. Public- -Re ionsMan i, 165.068 482”. ° 216. Athlete 153.348 402 
we TECHNOLOGY 
o> C henical Products Later et Technology (Misc.). 2 es 
177. Tanning-Drum Operator "  §83.782° 435 - 217. Compositor 973.381 312 a 
178. Mixer : 550.782 435: + 218. Engraver . “979.781 319 
179, Thrower 774.381. 312. 219. Weather Observer 025.288 385 @ 
-\ 180. Rubber Cutier — * §59.885 | 447 420, Detailer 017.281 ° 377) 3 
\, 181. Injection- Molding-Machine Oper. $56.782 435 «221. Inspector, Floor 609.381 312 7, 
‘\182. Chemist Helper, Petroleum , 022.384 413 222. Inspector, Components. - 726.687 282 « 
~T83. Glass Blower 575.781 319 223. Engineering Asst., Mech. Equiyr 007181 377 
7 184, Stillman, 542.280 430 cage peeipant Classifier 375.388 276 
Be tine Manual ; i 4S a, _ etc ial. os a ae 
185, Furniture Upholsterers , 780.381 = 312 225; Dental Hygienist . » 038.368 = 477 - 
186. -Cabinetmaker 660.280 430 226. Dental Assistant ,079.378 477 
_ 187. Jeweler - 700.281 312 - 227. Dental-Maboratory Technician’. 712.381. 342 

* 188. Carver, Hand . ° 761.281 ° 312 228. Scientific Helper. 199.384 443 
189. Precision-Lens Grinder 673.380 - 430 @* 229. Medical Laboratory Assistant 078.381 @ 418 

«190. Watchmaker 71S.28% 312  ~ 230, X-Ray Clerk 079.368 - 477 

- __ 191. Office-Machine Serviedttan , : 633.281 = 3] 231. First Aid Attendant "354.878 479 

192, Locksmith | 709.281 au 232, Funeral Attendant * 359.878 507 

ee } i . a 
SERVICE | j , , 
Social Service’ Instructional i , 
- 193. Nursemaid + * ig . ae 479 233. Child-Care Attendant 359.878 479 - 2”. 
194, Orderly (Nurse Aide) — . 355,878 479 =. 234. Program Aid. Group Work 195.228 | 345 hs 
7 195. Nurse, Practical, 258878 479 235. Athigtic Coach - , 099:228 347 * 
~ 196, Psychiatric Aid 353.878 479. 236. Instructor, Physical 153.228 387° 
197. Occupational Therapy A Aid * 079. 368 477 237. Instructor, Weaving 683.2388 335: 

7 198. .Companion : ~ 309.878 479 238. Interpreter 137. me 400 

# 199. Maid, General . © 306.878 - $07 239. fHuide, Sightseeing 353.368 258 -~ 
200. Vagasinary-Hospital Attendant 356.874 511 240. Parish Worker . oo 129, 208 . 296 @ 

2 8 OF Dictionary of Occupational Titles, Volame moN ' 7 
“Note: Tabla7 taken frem the Gordon Occupational Check List.Manual ee by ” 
permission. si ie os pee pee a ine. 
re) AU raghes reserved. . 9; . a 9s 

ERIC | i _ 

ane ai By 
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‘ i. a | if o ¥ 7 
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oo mMppesss! 
+”. ‘SOCIAL SECURITY NUMBER: 
| ys) TELEPHONE NUMBER: 2." Ts. 


Sy AGE DATE. OF BIRTH: 
PEACE OF BERTH TE LU 
cee HEIGHT: ; 
co HEALTH 

@~ marta Stas: 
MILITARY STATUS:  . 


| POSITION WANTED: . a res | 
TYPE OF WORK I WQULD LIKE TO BE DOING TEN YEARS FROM NOW 


* 


“ ° NTE aE) rs — . — _—— ~ 


WEIGHT: ("pC 


a . 

COLLEGE: . 
NAME: _ YEAR GRADUATED: =. 
someis_ DEGREE _— 
CITY & STATE: ao | af 

| MAJOR AREA OF gr ___, ____ YEARS. COMPLETED: 


= : ; - 89 


+ /NOCATIONAL OR TECHNICAL SCHOOL: 

So CNAME: DID YOU COMPLETE THE PROGRAN? _—_ 
\ ADDRESS; HOURS. OF TRAINING: 

SCLIY g8STATE:_ Eek } 


~ SKILL AREA snot: | iS, 


HIGH SCHOOL: - ee oe 
NAME: i ee YEAR GRADUATED: 
. ADDRESS :_ = ___ GRADE COMPLETED:’- 
CITY 8 ia oe ee 
AREAS OF — a re 


IF ‘YOU DID NOT “GRADUATE FROM HIGH SCHOOL, HAVE -YOU RECEIVED A 
- GED (GENERAL EQUIVALENCY DIPLOMA) CERTIFICATE? ——YEs a) | 


aco 
| IF you QUIT HIGH SCHOOL BEFORE GRADUATING, PLEASE FeRAM WHY, 


w 


JUNIQR HIGH SCHOOL: ~ Co, - 
NAME; YEAR GRADUATED: 
4 ADDRESS: a GRADE COMPLETED: 

7 CITY & STATE: a i a 


i. ELEMENTARY SCHOOL: ge 
NAME: _. | “YEAR GRADUATED: 


ae ADDRESS: — LAST GRADE. COMPLETED ___ 
. & CITY: & STATE: 


’ 


ENG 


Work EXPERTENGE: (BEGIN WITH YOUR OST RECENT: JOB.) 
eo _. NAME OF EMPLOYER: ae | 
te ADDRESS: a 


_ 


DATES EMPLOYED. FROM: ___._ 10: | 
- JOB TITLE. (POSITION) 2 ete _ 
RATE OF PAY: 


“DUTIES PERFORMED: \ eee eee 


ght’ 


a REASON FOR LEAVING: 


NANE OF ENPLOYER:. 
ADDRESS: - 


“DATES EMPLOYED - FROM: 


TO: __ 
‘JOB TITLE (POSITION) :_ _ 

\ F RATE OF PAY: _ 

7 DUTIES PERFORMED: 


© REASON FOR LEAVING: 


| tae NAME OF EMPLOYER: 
ADDRESS: ae 


DATES EMPLOYED’- FROM; TOR 
~~ JOB TITLE (POSITION): ; 

RATE OF PAY:__” as 

DUTIES PERFORMED: == 


eo | REASON FOR LEAVING# = tg 


: e@ ; ; = ; . sé ra - : 


= ne Mi 


ne Se Se 
TELEPHONE NBER POSITION: Ss 


“WHERE EMPLOYED:. : 


TELEPHONE NUMBER: —-. ____POSITI —_—s 
emo, pe a 


4 : . : : — | ots : a : = : | = : ! dee . 7 = 7 { . : wy a 
: : i . : . ‘ a e riety fi ' ee. , . — ; . e, ; ar i. | eat } : 
: . a a 


,3 


6 E 


ms Ps ot s 
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a ee a, | “Date OF BI TH 
— hol 2 mee : 

— HEIGHTS 
oe WEIGHT: 


 ARTTAL: STATUS ns or 


Y: : 
. . : 
wo a a? 


_ \ _ ~ VOCATIONAL OBJECTIVE! 


a nae POSITION ‘WANTED: HACINTST-ERIDER,. 


_ PERSONAL ESI 


_ NAMES: WORKER’ - 
1234, MAIN: STREET. 


" 30 
oo MARCH, 2 Toi 
i: ao os _BERNINGHAM, ALAA 
510 

Pe 16S Las." | 

. oe . - “HEALTH: oes 7 6000, 


de) DEPENDENTS °C" Peay 
7 ws MILITARY, sis OWE’ 


a Aw * ANNISTON, ALABANA —y 
‘ee secuRITY NBER: | 123-0526789 a 
Bl dic NUMBER: te 


(205 237- 197 ~. > | 


Ne fir 


_ _* * ate 


ae 


a 
: . 
an . ( 
a . * 


“JAMES WORKER ae ae - °° =, 
ili ESUME ‘ 7 , "a, ce. = . a Sg -) ta 
. "YP oF wok (-WOULD LIKE TO BE DOING TENYEARS FAO Wi . ee. 
JEN YEARS FROM NOW | WOULD LIKE TO BE A TOOL. AND DIE : 
| WAKER OR A FORENAN IN A MACHINE:SHOP. | 
73 head . eee e fies, vas 
ae _ TECHNICAL CHOOL: 4c, es oa a 
“oe ” CERTIFICATES “780 HOUR-AACHINIST- PROGRAM 
So SCHOOLS | RNOXVILLE, TECHNICAL, SCHOOL * =. |) 
S oe ee 47 i , 4321. Ne BROWN BOULEVARD: 


oe KNOXVILLE, TENNESSEE 37900. 7 

“DATES: © * JUNE, 1970 ‘NOVENBER, 1 1970. an Ve 
“HIGH SCHOOL: = : 

- DIPLOMA: wos . ‘COMPLETED TENTH GRADE IN 1963 

CONCENTRATIONS; . MECHANICAL DRAWING, MACHINE SHOP, 

AND SCIENCE 

- SCHOOL: - => ENSLEY HIGH SCHOOL - 
a "9521 LESNIK LANE 


C.. BIRMINGHAM, ALABAMA 35203 
“WORK EXPERIENCE: = 
- OPPORTYNITY CENTER ee eee 


“217 WEST: 131H STREET. 
~" y_ ANNISTON, ALABAMA 36201 - 
FROM: JANUARY, 1975 10 PRESENT 
“TR VALVE ASSEMBLER 


at x 


a) 


-_ -y 
. 


TRIG, Ae. 


7 a “JAMES WORKER 7 $2 % oa 24 eet 2 ae 
® a PERSONAL RESUME | a oS eS ot 
te on AMERICAN TOOL AND. DIE. COMPANY a ee fn, 2 
3628's, FREEMAN ROAD ~ oe a | 
~~ KNOXVILLE, TENNESSEE 37900. - 
FRON: AUGUST, 1970 TO JULY, 174 
DUTIES: . ASSISTANT: TOOL AND. DIE MAKER 
ACNE DIE CASTING COMPANY. | : 
1456 S, HELM AVENSE 
KNOXVILLE, TENNESSE 37900 
“FROM: MARCH,” 1964-T0 mY, 1970. 


_ Vy SO 
a “DUTIES? “LABORER IN FOUNDRY _ ee oO, * eee 


’ 
Whe 
. 


"REFERENCES: ©. a - 7 ae” onl tt * 


@ AME CARL S-LAWRENZ, te 
; |. > ADDRESS: 3634 WUSTUM AVENUE; pt 


To > ANNISTON, ALABANA 36201: +e 
+ TELEPHONE: . 237-9136," | 
.. POSITION: MINISTER =. a 


- CALVARY BAPTIST CHURCH ys, : 
es pepe A BAROFSKY hei Pe 3 : 
©.” ADDRESS: 3328 CUDAHEY ROAD. Se oe 
as KNOXVILLE, TENNESSEE 37900. ~. | 
“5 TELEPHONE: (629) 341-1800 . = = 7 
: a" 


9. 1 POSITION: FOREMAN . 
: / AMERICAN, TOOL AND DIE COMPANY 


@ ST et ye 
FRIC 0 8 oe 
ee a 
ee rae . oe 8 


oe WORKER it 
ERSONAL RESUME 


eget cs A a nae eee peoees 


r 


‘ ‘a é 
Bees . ry 


Te: . WILLN. “WILSON i a . 4h - 
ADDRESS: ~° 1642S. MELANIE ROAD 


2 _ ANNISTON, ALABAMA 36201. a * Se 


"TELEPHONES: 231-1911. 


| “POSITION: © SHOP FOREMAN, 7 SS - 
| ~"_SOPPORTUNITY CENTER . a 


~e 


BRIG. | eh PRE 


“es @? _@ 7 
: . é : ‘ ‘ . 


(ART PROGRAN LESSON 5 


nee READ STRUCTIONS CAREFULLY: FOLLOW THEN. | 
2, EITHER PRINT OR WRITE, BUT DO NOT ALTERNATE, 0 * 
~ CINSTRUCTIONS USUALLY STATE TO PRINT) © 

3, WHERE STGHATURE” 1S" REQUIRED, “THIS “HEAIS "WRITE" a 


“We USE A TYPEWRITER IF IT IS POSSIBLE... 0s 
5. DO NOT USE ANY COLOR BESIDES BLUE OR BLACK WHEN USING 
— AN INK PEN, 
6. COMPLETELY ANSWER QUESTIONS AS HONESTLY AS POSSIBLE: 
7s PUT THE’ WORD: “NONE” -IF A: QUESTION DOES NOT APPLY. 
8 HAVE THREE GOOD REFERENCES, 
Av’ PEOPLE WHO WILL REPRESENT YoU AND ‘SPEAK WELL OF yu. 
(ACHIEVEMENTS = so 
(2) ABILITIES _ 
(3) PERSONAL BACKGROUND = * 
- (4) CHARACTER - a 
(5) EDUCATION © 2 te 
!. * (6) EXPERIENCE 7—_ at @ 
TRAINING, = 
_°B,. BET PERMISSION FROM PEOPLE BEFORE, USING THEN AS 
* REFERENCES, f, , Te 
ACCEPTABLE REFERENCES, -- 
(1) CHURCH ~ PASTOR, MINISTER, OR PRIEST” 
#2) “SCHOOL - TEACHERS PRINCIPAL, OR COUNSELOR 


gs - 2 en) 
/ 8 ) -. . es 106 - oe 


ee 
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2 a’ ce . . . So : -. a~ “ i : . . ° ‘@ . 
‘ “e . 
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: | 

ae - ry ~ PROFESS ONALS - - - DOCTOR, “LAWYER, oh DENTIST 

ay sy 

. (5) FRIEND OF FAMILY 
-D.” PEOPLE WHO SHOULD NOT.BE USED AS REFERENCES, 

(1) RELATIVES. 


++ +. (@) FRIENDS YOUR OKN AGE, (NAINLY IE THEY ARE YOUNG = 
, ‘AND HAVE NOT HAD MUCH PREVIOUS WORK‘ EXPERIENCE) - 


“INFORMATION REQUIRED: FOR "REFERENCES. ° 


EMPLOYER 


? * (1) COMPLETE NAME —~ 
-. "4 (2) COMPLETE ADDRESS (INCLUDE ZIP CODE). #5 
“© (BY TELEPHONE NUMBER CINCLUDE AREA CODE IF DIFFERENT a 
THAN — EMPLOYER'S) pines | 
(ay , 


7 “OCCUPATION: 
8 FL cE | 


; 
A : i 


HELPFUL MISCELLANEOUS INFORMATION FOR COMPLETING AN APPLI- — 


coarton, 8 
‘AC ORESUNE’ = 


. Gs BIRTH CERTIFICATE Soe oS 
_D. - DRIVER'S LICENSE 


BE, MILITARY RECORDS 7 
~~ F, TRAINING CERTIFICATES 
oF oa . . . ; ai : ° 
ON ao ae 
a ; 10; | 
ot. i. | oe 7 


B, SOCIAL SECURITY CARD 


: o> 
ERIC 


we 
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Se 


. 1, DID I FOLLOW. INSTRUCTIONS ‘ON THE pePLICATION RN?” are a | 


vw 


LESSONS” 


. ARE MY RESPONSES NEATLY WRITTEN? | a 2 oe oat ie | 


1 

? . : 

3,. DO MY RESPONSES SAY WHAT I WANT: THEN T0 SAY? oS oe 
4, —ES-MYGRAMMARS-SPELLING;—AND-PUNCTUATION-CORRECT? 
| 
6 
- 


5, DID I ‘CLEARLY PRESENT MY Sup IFIGATONSY ea, © Mee Fs 
. ‘DID I: GIVE ACCURATE DATES? ne 
“DID 1 GIVE" REFERENCES WHO KNOW SOME. DETAILS. ABOUT. | 
_ MY'BACKGROUND? = te 
A. PERSONAL BACKGROUND a ao 
By EDUCATION eee ee ae 
C. WORK’ EXPERIENCE Bee PF tees oo | ake 
dD. TRAINING | et ae 
EB, INTERESTS: WosBIES) ES ae aay ey 
oF, , PERSONALITY (CHARACTER). 395 
8, - DED PEOPLE.-1 SPECIFI@) AS REFERENCES GIVE ME PERE 
MISSION TO.USE THEIR NAMES? _ = 
9, UPON COMPLETING THE Jepticatn FOR en Sk we 
DID I CAREFULLY READ ALL RESPONSES TO SEE IF _ 
_ “THERE WERE ANY ERRORS OR OMISSIONS? | 


e- . - F 


js: f. : a 


: v * i 7 ee. é . “er, t- > SP a? A a 2 poe ire ig aR Sy - er ee 
ne x e : on , oe Seles BN ee cme : gb ee oa re : ‘ . ae . 
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z vee e. v noe : e7- “en. oe wie Ea Ma ta ER gage ta woe ft ates ge 3, ere -* 2 
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Ba : “ - ae San A ey ee tient 3" } “he, r #3 * . : Bae Pia 
ee ae Aree ee howe pe lle . ao, 
re . 
t as t 
o oe 2 


“ORT PROGRAM: oe LY RESON oe 
neni, - ANSHER QUESTIONS -comeucteit i AND. ACCURATELY: “WRITE. 


a es ~ THE: WORD-*NONE* iF A“QUESTION-BOES WOT. PERTAIN TO 
ae “YOU.” “PLEASE: PRINT ALL ‘RESPONSES, UNLESS ASKED To 


© Teele Nes ae AGE: “e pATE OF BIRTH: ee 
eT ARITAL STATUS: -SINGLE__MARRIED__| WIDOWED___DIVORCE 
os = "SEPARATED. a See, ee ae 

i NBER OF. pEPADENTS poe Se ie! 
COR RSL CETIZEN YES LLG UNO: a 
bg : HELGA: eat age SECURITY NO, 


_YES.__NO 
“CAN YOU BE BONDED? “YES NO. 
oS "HAVE YOU-EVER BEEN ARRESTED? YES. NO) 

a AF YES, PLEASE EXPLAIN: os - — oe ee 


"0 You HAVE. Ff DRIVER'S “LICENSE? 


ia : : “ERE YOU. IN THE MILITARY ‘SERVICE? YES 
AF YES. | WHAT TYPE, OF DISCHARGE DID You RECEIVE?_ 


ee : : 
. . 
ca 
. * * . 
Gat oa Pie * : 8 
eee a= Pong as 
Ae ev 
“te ' - ot e 
° ‘ . ‘ 
i oe . 
: ene SF SE es 
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ae 2s Bie, Mie eee te SPO Tee oe ae ee ee ee 
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oo “RATE YOUR: GENERAL HEALT: con - FAR “___POOR - 

@ ..- RATE YouR'fiston: ~--co0p--_-| FAIR —~_PROR 

oe 2 RATE. YOUR HEARING: <= GOOD®___ FAIR <____ POOR ee 
"=. "DO. YOU-HAVEL ANY DISABILITIES, HANDICAPS, "OR DISEASES? __YES__NO 
co Ole YES, PLEASE EXPLAIN: 7 — 


a ive YOU ER RECEIVED TREATHENT FOR AN ENOTIONAL OR MENTAL CON 


ae _ “DITION? — Yes ——— NO TF ‘YES, PLEASE EXPLAIN: joan 
‘ 2 ye ee , Z ——— 
"HAVE: ‘YOU EVER RECEIVED WORKMEN'S COMPENSATION? : __+_YES _ NO 
NUMBER OF DAYS ABSENT FROM+WORK LAST: YEAR, CIF. veLOFED NUNBER ; 
OF DAYS YOU THINK YOU WOULD HAVE MISSED. ) eee 


: eaten, ar * 

~~ "ELEMENTARY SCHOOL: ¢ a a 

™ NAME: se "YEAR GRADUATED: 
ADDRESS: wareena LAST. GRADE COTE: 
a city & STATE: _ | 


JUNIOR HIGH SCHOOL: - —— 
07 NAME: a _ YEAR GRADUATED: 
ADDRESS: = _ LAST GRADE COMPLETED: __ 


ae ‘CITY. & STATE:_ Ce ee 


—_ “et scHo0L:. oe ele =e * ; 
ADDRESS; LAST GRADE COMPLETED: __ 

os CH & STATE; tase 
@_—_—=AREAS/ OF CONCENTRATION:_ 
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oo a YOU DID NOT GRADUATE’ FRON HIGH | SCHOOL, HAVE. YOU. RECEIVED. A 


GED (GENERAL ‘EQUIVALENCY DIPLOMA) CERTIFICATE? : YES y NO & 
IF YOU: QUIT HIGH SCHOOL BEFORE GRADUATING, PLEASE EXPLAIN WHY. | . 


VOCATIONAL’ OR TECHNICAL SCHOOL: “  * 


em ie need 28 
CITY & $TATE: ee 
~~ SKILL AREA STUDIED: | ae ee a 


~~ 


COLLEGE: . = nc eee oy 


+ NAME: 7. YEAR GRADUATED: = 
"ADDRESS: DEGREE RECEIVED; 


CITY & STATE:: RPE AA IL a @ 


NAJOR. AREA OF sTypY YEARS aie je 


_* 


WORK EXPERIENCE (BEGIN vTH YOUR MOST RECENT JOB.) 


NAME OF EMPLOYER: eee Serer eee Are - 
* ADDRESS: 


et 


- DATES EMPLOYED: FROM: a a 
+ SOB TITLE (POSITION): ec NI i I 
. . RATE OF PAY: 
°° DUTHES PERFORMED: =e 
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oe 


me : . — 
* . 3 . : 


7 ADDRESS :_ 


_ mer FOR LEAVING: 
NAME OF EMPLOYER:. 


_ ADDRESS: _- 


_. » DUTIES HFM. 


REASON FOR LEAVING: !- 


> FARST CHOICE:_~—__- 7 =. 


NAME OF EMPLOYER: ET an a 


~~ pats ENPLOVED: ” FROM: ——— 

JOB TITLE (POSITION): = on ae er 
“RATE OF PAY: _- Be 
DUTIES PERFORMED: ee eee eee 
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DATES’ ENPLOYED: FRO: Tr 
+ JOB TITLE POSITION 


RATE OF PAY: a or eres Ie 
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TELEPHONE NO: "es pogrTton; 
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TELEPHONE NO.;2 7 POSTION: 2 a 
‘| WHERE EMPLOYED: - t's (| 
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a 10 THE EST OF H-KQOMLEDGE, 1-SVEAR THAT:AL. INFORMATION PRES 
gina APPLICATION FOR ENPLOYHENT IS“ACCURATE AND TRUTA= 
ce FULY HEREBY AUTHOREZE THIS” COMPANY TO VERIFY ANY OR ALL OF ; 
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_CURATE INFORMATION CAN -RESULT IN MY NOT BEING HIRED ORIN MY RE- 
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“1 MUST SUCCESSFULLY ‘COMPLETE A WRITTEN EXAMINATION AND A PHYSICAL) 
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“LEAVE PROPER, MARGINS oN BOTH SIDES OF LETTER. Ue A _ - - 


BEGIN LETTER ‘APPROXIMATELY TWO INCHES FROM TOP of PAGE, 
“PLACE, YOUR ADDRESS IN UPPER-RIGHT: HAND CORNER OF. TeTTER: | 
BATE ETTERWITH TODAY'S. DATE. © eS 0 
kEAVE SPRC E BETWEEN DATE AND copay ADDRESS. | 7 ; 
PERSON (OR JOB TITLE)” AND. COMPANY ARE FARST 7 ES WHICH - 
APPEAR ON:LEFT SEDE OF PAGE. =: yO 
“LEAVE SPACE “AFTER COMPANY ADDRESS. AND ‘SALUTATION, 

"SE ZIP CODES ‘IN: ADDRESSES. ; ae 

USE PROPER SALUTATION, et > 7 

“AL DEAR MR. TESOLOWSKI:. es » 

“BL BEAR SIR: a a | 

Cy GENTLEMEN: 

-USE.A COLON (:), AFTER SALUTATION. | 
EACH PARAGRAPH SHOULD REPRESENT A SEPARATE IDEA. 


“LEAVE-A SPACE BETWEEN:PARAGRAPHS, © os Teme 
. .. : - * ; ; 


“USE A-PROPER CLOSING. . a ae 
A. SINCERELY,: | cao oe Se 

"B. YOURS TRULY, , Gee - oe. 

LEAVE SPACE BETWEEN CLOSING AND SIGNATURE, : oy 
“PLACE CLOSING AND SIGNATURE IN LOWER RIGHT HAND CORNER OF . 
LETTER, ‘BUT ALIGN. THEN WITH ADDRESS AND DATE W UPPER RIGHT © 


: 7 HAND CORMER, = 


3 — 10g 
| | . : 106 — 3 Pe 


venti WRITE Your ANE AND fangs is iN UPPER LEFT AND 

“CORNER OF ENVELOPE; = = | 

USE. COMPLETE NAME AND ADDRESS. OF COMPANY BEING WRITTEN on” | 
LETTER AND ENVELOPE, oe 


« 


ve NEATLY: “WRITE AND PROPERLY SPACE COMPANY ANE AND nniess- 


"ON ENVELOPE. =” 
GENERAL” APPEARANCE. OF A-LETTER OF ‘abi catia: INCLUDING - 
~ HaNWRITING, SPELLIN, AND GRAMMAR, SHOULD IMPRESS A: POTEN- 


_ = TIAL EMPLOYER, © | : 
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1234 MAIN STREET 
| 2°77 ANNISTON, ALABAMA 36202: 
ee |) / 


NR. DENNIS TESOLOWSKI 

’ PERSONNEL MANAGER f 47 - . ie 

NATIONAL ACUMENOM “CONPAANY; Wwe is: oso  -°o a 
f° 216 PETRIE AVENUE re 

“ANNISTON, ALABAMA 36201. | | og 4 age 


aon 


“DEAR WR, TESOLOWSKIS 


v | Pa , 
foo THIS LETTER IS IN REFERENCE TO THE MACHINIST- GRINDER POSITION: 
——_ SED, IN THE- ANNISTON DAILY NEWS ON MAY b 1977, 


~~ | COMPLETED. TENTH GRADE, WHICH INCLUDED TWO YEARS of gUSTRIAL “vs 


|, EDUCATION, AT ENSLEY HIGH SCHOOL, BIRMINGHAM, ALABAMA IN 1963. - 
RECEIVED A CERTIFICATE FOR COMPLETING A 26° WEEK (780 HOUR) ee 
. MACHINISTS “PROGRAM AT. KNOXVILLE TECHNICAL SCHOOL, KNOXVILLE, = 
* TENNESSEE ‘TN 1968, | - eo +4 - 
| . 108 ae 
tlc = — — 


“7 WoRKED AS:A LABORER ‘ FOR SIX YEARS AT ACNE DIE CASTING 1 KNOX-: | 
eo. VILLE, 1 HAVE ALSQ WORKED “AS AN ASSISTANT’ TOOL’ AND DIE MAKER =f 
"- "FOR FOUR YEARS AT AMERICAN TOOL AND DIE IN KNOXVILLE. DURING | 
THE PAST TWO: AND. ONE-HALF YEARS I HAVE RECEIVED. ON-THE-JOB mS 
“~TNG AND WORKED-AS A VALVE: ASSEMBLER AT THE OPPORTUNITY CENTER: IN 
ANNISTON: HR. WILL WILSON, SHOP FOREMAN AT THE OPPORTUNITY CEN-- 
“TER, -IS PRESENTLY MY IMMEDIATE SUPERVISOR, HE HAS KINDLY PER- 


- MITTED NE 10 USE HIS NANE ~ A REFERENCE. 7 ? 


| mail AM ‘AVAILABLE FOR. IMMEDIATE ENPLOYNENT. OVERTINE WORK, INCLUD-’ 
. “ING SATURDAYS, WILL BE WELCOMED., = 


1 SHALL:BE'HAPPY To FURNISH: YoU WITH ANY FURTHER DETAILS ABOUT. 
_ MY PERSONAL BACKGROUND, EDUCATION, WORK EXPERIENCE, AND OTHER 
|. REFERENCES. 1 FEEL CONFIDENT THAT 1 AN | CAPABLE OF PesromNG. aan 
@ | te ani OF WORK REQUIRED BY YOUR COMPANY, I WOULD BE PLEASED - 
| "TO COME IN FOR AN INTERVIEW ANYTIME AT YOUR CONVENIENCE. YOU MAY 
~~ CALL MEAT 237- hoi 3:30 P.M. ON WEEKDAYS OR ANY- 


TIME ON: WEEKENDS. 
(=. THANR YOU FOR YOUR CONSIDERATION IN THIS ae 


a - SINCERELY, = 5 * 
| 34 ° e _ ane =. “4, * 
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Dee “INNES. YORKER = 4s, “ “s - eae _ : oP le 
ANNISTON, ALABAMA 36201 — 7 oe a! 
se UR, DENNIS TESOLOWSKI 
= PERSONNEL MANAGER - 
NATIONAL ALUMINUM COMPANY, INC. 
_ °-.* 216 PETRIE AVENUE | 
ANNISTON, ALABAMA 36201 
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ae COMPLETE, REQUIRED IeITVNG “INFORMATION, 
- 2, CAREFULLY: READ: DIRECTIONS ; ee toe 
3,. BE AWARE OF TIME LINIT (OF I REQUIRED)’. ok 
4, RAPIDLY OBSERVE TEST QUESTIONS: 0 DETERMINE WHICH ARE 
~ (MOST. DIFFICULT. -. a 
> CALCULATE APPROXIMATELY HOW MUCH LINE cAN BE SPENT ON EACH : 
A QUESTION, = ie : 
— 6. ~CAREFULLY READ: EVERY ‘QUESTION WHICH ‘you. ATTENPT: TO rie cou 
oT LEAVE DIFFICULT QUESTIONS WHICH YOU CANNOT ANSWER AND RETURN ~ 
cs sir sia eames 


Ow my, 
©. REMENBER THAT. YOUR BEST. EFFORT 15 ALL THAT. ANYONE CAN ASK 
eee) eee i. 
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walk 3.2. 2h. 25. aes 


.* DETERMINE WHAT You WAN 10 ‘SAY BEFORE: CALLING. 


CLEARLY IDENTIFY YOURSELF BY GIVING YOUR’ PULL NAME. = 
CLEARLY IDENTIFY WHO YOU"WOULD LIKE TO TALK WITH. es 


HS LL SLY HE 8 EEO SETA), \, 
_ SPEAK IN.A CHEERFUL AND FRIENDLY MOE sat o® Po PAG ae 
_ SPEAK-IN.VARYING TONES. © > > . a ae 


a) 


SPEAK"IN-AN ADEQUATE LUNES. © Se 


-_ SPEAK CONFIDENTLY IN A ‘BUSINESS LIKE AND COURTEOUS me 
~ UPON GETTING THE :PERSON WHO” YOU WANT TO 
A, CLEARLY IDENTIFY YOURSELF, . 


" B. CLEARLY AND CONCISELY. EXPLAIN co YOU. ARE CALL- 


| Sad 


| @« ; 
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ANG ABOUT. a _* 


’ 


._"BE* AN ATTENTIVE (GOOD) spien:? ; a ; ; fo 


UNEXPECTED INTERRUPTIONS 

A.» EXCUSE YOURSELF. . 

'B. PLACE THE PHONE INA PLACE THAT Is AS NOISELESS | ; 
“AS POSSIBLE. ° at me , _« &s 


. BE CAREFUL NoT TO. ALLOW AN INTERVIEW ue BE CONDUCTED ( OVER j 


THE TELEPHONE. © 9 

CLOSING THE CONVERSATION. 

A. OMAINTAIN THE SPEED OF YOUR CONVERSATION WHEN 
SAYING "GOOD-BY" (MARY PEOPLE TEND 10 HURRY 
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co say THANK you: FOR ra CONSIDERATIONS WHICH 
“HAVE BEEN GIVEN YOU, - 
... CAREFULLY: PLACE THE-TELEPHONE RECEIVER AND Trai- 

3 NITTER IN M8 | HOLDER, a ar 
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. “f soe tempat 
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ee 


$1, ‘DID I TAKE-A SHOWER ‘R BATH? as 
2, DID T WASH MYFACE?. ee ee eae 
3... DID T-BRUSH MY TEETH? - . er ee 

* 4,” DID I ERESHEN WY MOUTH?" a arn 
. Sy ARE MY CLOTHES CLEAN? . 

6. ARE’ MY CLOTHES TRONED OR PRESSED? 
7 


OR STYLISH? - 
8a Sunes. cLean Sno POLISHED? 
“9, TS MY HAIR CLEAN AND NEATLY STYLED? = 
. 10. ARE MY FINGERNAILS CLEAN AND TRIM? - 
11, DO J SMELL CLEAN AND FRESH? . 
7.12, DOT APPEAR EXTREME? pe TR ey 
13, DO 1 APPEAR, PLEASANT AND NATURAL? = * 
714, 01 A A APROPRLAE UT OF COSETCS PEE 
7 ON GGIRLS)? ree 8 
15, ANT COMFORTABLE? fe ye 
16. TS MY POSTURE GOOD2 a 
- 17, WAS I: PLEASED AFTER CAREFULLY EXAMINING nYSELE IN A 
= MIRROR? bee ee 
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ad 7 a5 


; or: 2 
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é feng NY. CLOTHES APPROPRIATE -FOR THE INTERVIEW? . ‘Too FANCY 
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= ee ‘BE WELL GROOMED. coe | 
- +24. WEAR APPROPRIATE CLOTHING.” =, Kee - 
3, REMOVE’ YOUR HAT UPON ‘ENTERING, THE: OFFI\ s 


ARRIVE 'AT LEAST 10 MINUTES EARS, © BS fe ae 
“Sq GIVE YOUR FULL NAME TO THE RECEPTIONIST eee, a 
cae fa INDICATE YOUR EAGERNESS BY WALKING BRISHAY, —— 
oi. "7, INTRODUCE YOURSELF: WHEN MEETING THE INTERVIVER. | 

oF b, “REFER TO THE INTERVIEHER BY NANE. > | = 
4d | AETER_BEING.OFEERED THE. INTER. Pe 


Ce NIEWER!S. HAND, © 
@ sho.” Remvin STANDING UNTIL ASKED To sit DON oa 
“td, BE AN ALERT AND ATTENTIVE: LISTENER, ' ‘ie 
7. * p20 ACTUINTERESTED. © 2 eS - 
a 13, SPEAK CLEARLY. AND DISTINCTLY. a fe 
| 14, SPEAK IN A LOUD ENOUGH VOICE. = 7 
+.” 15, MAINTAIN GOOD POSTURE WHEN-STANDING OR’ SHITING.. . 
ve _ 36.2 TOT aT YO ARE TERETE HE 8 FR TC 
“ses ARE APPLYING. Bs 
© 7W7., ALLOW THE INTERVIEWER to CONTROL THE INTERVIEW BY LEADING 
", THE DISCUSSION, oa 
"48, DIRECTLY ANSWER ALL QUESTIONS (USE G00 JUDGEMENT IF YOU 
THINK:A QUESTION IS TOO PERSONAL). 


* 


| : ee 19, USE CORRECT GRAMMAR. and ANSWER QUESTIONS COMPLETELY. 
@. 20, ‘GIVE “ACCURATE, HONEST ANSWERS. | 


@ .% 02> Se =e. — ts 
ENC a é se . : = = ae ok ; , tad . 
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“A. OCCASIONALLY SAY 1 ayes, SIR" OR ' "NO, SiR’, ote 


| a = FACTS: a —_ 


a 


"93," SPEAK: aN THe BEST. Nal You Are ‘CAPABLE OF. me oe 


ave ae dhe BE COURTEOUS, 

“#95, MAINTAIN: EYE CONTACT. (oe ee 

- < 6, STRESS YOUR QUALIFICATIONS FOR THE, 08, | 
27.. DESCRIBE YOUR*DISABILITY. 


2B. 1 PLEASANT A SLE PERIODICALLY, ee 


: 23, MAINTAIN YOUR POISE, 
30. ‘ACT NATURAL BY BEING YOURSELF. | 
ee 31. “MAINTAIN. ARELATIVELY, SERIOUS ATTITUDE. Peds 


52, . REALISTICALLY DISCUSS WAGES, IF THE E NTERVIEWER MENTIONS : 


THEM FIRST. — . 


| 33, RECORD THE DATE, TINE, AND PLAGE TO REPORT, IF ASKED To | 


-RETURN FOR. ANOTHER INTERVIEW, a 
- 34, EXHIBIT CONFIDENCE IN YOURSELF, == -. ° 
35. VERBALLY JNDICNTE THAT YOU ARE A POSITIVE THIN. 
ae 36., SAY “THANK YOU" ‘WHEN THE INTERVIEW HAS ENDED. 
‘37, ASK GOOD QUESTIONS, IF GIVEN THE OPPORTUNITY, 
—* 38, TRY TOBE‘RELAXED, =? 
BY, INDICATE THAT. YOU ARE A. KIND PERSON. 


. 2 - 40. STAND WHEN THE. EMPLOYER STANDS AFTER THE INTERVIEW HAS - 
ENDED, | eae 


| head GIVE A FIRM HANDSHAKE, IF THE. INTERVIEWER OFFERS HIS 
HAND AT. THE END OF THE INTERVIEW (ESPECIALLY IF YOU 
| HAD A HANDSHAKE AT THE BEGINNING OF THE INTERVIEW), 


tees "PRESENT CERTIFICATES OR DOCUMENTS. WHEN “ASKED ‘TO VERIFY.3 > 
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42, 


wt 


‘LET THE INTERVIEWER KNOW. THAT you’ ARE INTERESTED IN 


THE COMPANY ‘BY DISCUSSING THE SERVICES PROVIDED" “OR 
PRODUCTS MADE... 

«4B, 5 asi i TH 
INDEPENDENTLY. f 
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Ay WN CAN PUNCH ON 


® 


4 


ee en 


ce 
ERIC. 


INDICATING THAT. YOU .ARE RESTLESS, BY MOVING as W 
YOUR CHAIR, on 
“INDICATING. THAT” YOU. ARE NERVOUS. “— ve 
~ CRITICIZING FORMER EMPLOYERS OR CO-WORKERS. se 
__ BEING NEGATIVE, ‘OR CRITICAL ABOUT, ANY SUBJECT. * 
__ DISCUSSING. PERSONAL, FAMILY,: 
_ CUNLESS SPECIFICALLY. ASKED). Bee) _ 
"TOUCHING THE INTERVIEWER’ S” DEQ&GR pTHING ON te > 
. SITTING DOWN BEFORE YOU HAVE BEEN INVITED T0.-DO SO. 
GIVING A SLOPPY HANDSHAKE, =. 2 
USING POOR POSTURE WHILE SITTING OR STAIN. | 
- ACTING FRIENDEIER THAN IS APPROPRIATE. 
GIVING FALSE.ANSWERS." ° - = 

. GIVING UNIMPORTANT EXIBES.: 
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7 ae is . s Meee os oe 
+ USING: PROFANE. sayoun. fas, a gioaase ae 
USING SLANG. apart | oe eg ae ha 
. » ACTING: LIKE SOMEONE BESIDES. YOURSELF.” 


EMPHASIZING “HOW MUCH you NEED THE, Jos. 


. BRINGING A FRIEND OR RELATIVE WITH you. i us oo Atay a 


INTERRUPTING THE INTERVIEWER. 


eto newer on Ce hesiia) hn heme cubedehihes ail 


OR, over Prong : 


. fe 4 es ies = 
eg aS ‘ P . , . , . ra ¥ . 7 : 
7 7 4 on .- . + : a 3 + « 
- 70 oo os % . oo _ ote Peo m= 
a ies : ‘ . : : OM nF : . \" ; 
- . * . ii : 
5 7 ‘ 5 F a bee ; ‘ ; 


. * 
sd « ale e 


620. INITIATING A DISCUSSION ABOUT WAGES, WORKING oN 


e@ . “. DITTONSS, HOLIDAY-AND VACATION POLICIES, AND-HOURS 
+ su. OF WORK (UNLESS YOU"HAVE: BEEN ASKED TO TAKE, THE JOB). 
“0.1, SLOWLY WALKING INTO THE” INTERVIEW. bs | 
+ 6°" 22, . EXPRESSING. THE IDEA THAT You ARE THE MOST IMPORTANT. = 2 


~ 93, TELLING JOKES. 
“ye 7 2M, READING, PERSONAL PROPERTY 0 ON THE "INTERVIEWER" S in: | 
_ 25, -SWOKING DURING OR RIGHT BEFORE THE INTERVIEW, =) SN 
26, HAVING' THE ODOR ‘OF “LIQUOR ON YOUR BREATH. - 
87, HAVING? ANYTHING YOUR MOUTH.” 
5, >. 28, WEARING SUNGLASSES. = | 
BeAr ses oR ecTin EESASES 1 YO ED 


: a ATID AN INTERVIEW WHEN IT Is OBVIOUS 1 THAT You 
@ ae steko - 
rs BL, WEARING: ENBLEMS OR DECALS ON- YOUR CLOTHING. _ 
32, ASKING. UNIMPORTANT QUESTIONS, a ra oe 
__.33;* STRESSING YOUR DISABILITY. ee gee 
Ba TALKING T0 ANYONE WHO ENTERS THE ROON, “= | 
- : a 
- : YO 7 he | 
4 : : r . : 
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* 7 ‘sf m . ‘ . . , 
aa DISABLED INDIVIDUALS . . oo 
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f fo. 5 aera ° 7 hi 
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A: WHAT EMPLOYERS OFTEN THINKS. Se | ee” 
- A, CONSIDER INDIVIDUALS’ LIMITATIONS, INSTEAD OF 2° 
+ “THEIR ABILITIES “9 07% ‘2 « 
coe 7 B. -WORRY ABOUT ACCIDENTS SS 
Cy» WORRY ABOUT’ RATES’ THEY PAY FOR INSURANCE ae 
: SM: 2, BEHAVIORS WHICH DISABLED INDIVIDUALS CAN EXHIBIT 7 
eee - DURING THE. INTERVIEW 
ae i ESPECIALLY IF 1 1S VISUALLY APPARENT ” oe 2 * wae 
e-.1s)- USE CLEAR, EASY TO UNDERSTAND TERNS.” Stage 
ow 24) DO NOT USE MEDICAL OR PSYCHOLOGICAL JARGON. 
“= 3.) EXPLAIN-YOUR DISABILITY IN SUCH A: WAY THAT THE ge 
— “INTERVIEWER KNOWS YOU CAN DO THE JOB- -: < co 
4.) TRY TO DESCRIBE YOUR PROBLEM wit POSITIVE. 
7 QUALITIES 
(07 5,)» DESCRIBE HOW THE DISABILITY OCCURRED | — 
) A): CONGENITAL 
Bi) “ACCIDENTAL: INJURY - . 3 = 
(1) .A LONG TIME AGO. 
e. (2)- RECENTLY 
“Cs) DISEASE 
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+. 6.) DESCRIBE ANY PHYSICAL LIMITATIONS | 
oe AD STANDING 
Bay. SITTING 
© CPE WALKING So ¢ 
oD) RIFTING.§ o.oo 
SEY MISUL 2 
“F.) HEARING a 
G.) SPEECH = 0 
— HA BREATHING 2. es 
 (D. ALLERGIES. ; 
"7s (2) OUT-OF-BREATH® 
1 RDINATHOH ee 


ac. 


a - @ “EVE-FOOT 
@  =—s.© da FINGER DEXTERITY 
oe 4 ” ~. (D FINE 

oo GROSS. | 
hy DESCRIBE THE ae YOUR pismBILITY 
or A.) IMPROVING 

40. Ba) NOT CHANGING -* 
Se a. c) PROGRESSIVE (RATE AT WHICH IT Is GETTING 
Ni WORSED ¢ 
8.) ‘piscéss HOM YOU HAVE: BECN ABLE TO COMPENSATE Fon 
YOUR DISABILITY . 
% 9) DISCUSS:-YOUR 00D VOCATIONAL pion 
7 | A.) ” FEW DAYS MISSED rs TO ILLNESS 
BL) ARRIVE EARLY FOR WORK. 


; . x © * 
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10.) “Discuds YOUR RELIABLE SOURCE OF TRANSPORTATION : 


_ 


Go) PRESET FACTS BOTT OUNTTY AD ALIN 
SOF PREVIOUS WORK ©) tw 


—*OR:YOUR ABILITY, TO DRIVE 
_ 11.) . DEMONSTRATE SPECIAL SKILLS YOU HAVE DEVELOPED. 0. 
“COMPENSATE” FOR YOUR DISABILITY | 
_°A.): USE. OF: PROSTHETIC DEVICES: 


" BA) USE OF WHEELCHAIR: = . ea. 


}'¢.) OTHER UNIQUE SKILLS, = 


Nt 


TO BEA. PROBLEM - , ee ee 
AD DOORWAYS | sO 
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4 ee 
s 
.8 2 , 
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“ 12,) DISCUSS ARCHITECTURAL BARRIERS, IF THEY ARE GQING ve 


Ba) CURBS oa - 7 7 = 2 : = 


ane ) STAIRS 
- D.), ELEVATORS 
E. )'~ PARKING SPACES. NEAR PLACE E OF woRK 


_ ARMAYS TRESS YOUR ABILITIES AND QUALIFICATIONS, NOT YOUR. - .” 


LIMITATIONS, REGARDLESS: OF YOUR DISABILITY Pat ee : 


A. FACE: REALITY: AND DISCUSS THE: ‘PROBLEM 


_.B. STRESS POSITIVE. ASPECTS WHICH. YQU. HAVE LEARNED TO. 


he 
USE TO COMPENSATE FOR YOUR DISABILITY — a 


DISCUSS YOUR VOCATIONAL OBJECTIVES 7 

~ A. SHORT-TERM ae 
B.- INTERMEDIATE = a ae 
C. LONG-RANGE” = = * ng 


oe 7 19-. | — 


5 “pIscuss SPECIFIC EXPERIENCES WHICH yOu HAVE HAD THAT ? | 
eee 7 “BETTER ENABLE YoU TO PERFORM THE JOB WHICH YOU ARE SEEKING — 

~ tA PERSONAL 2. : a ee a 
<-) By EDUCATIONAL * 2 - *, —— ve 
: WORK EXPERIENCE . oe — 

_ > D. TRAINING -. | 

_ 6, USE REFERENCES WHO WILL PRESENT YOUR sity s 

. -FAVORABLY AS POSSIBLE a, € . 


QO: 


' 3, 


“RT PROGRAM 


wt. -CIVIC OR COMMUNITY ACTIVITIES HAVE You 
PARTICIPATED IN? 


(. 8, 
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10, 
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——— he. PERSONAL BACKGROUND CObENTIFICATION ae 
WHAT INFORMATION CAN. YOu, GIVE “NE. ABOUT YOURSELF? ars 
2, WHERE’DO YOU*LIVE? . ae 4%, 
3, -HOW LONG HAVE YOU LIVED THERE? ; ° | 4 
, 4. WHAT ARE YOUR FAVORITE HOBBIES? 20 
6 
7, 
\ 


wail IS YOUR ¢ MILITARY STATUS? 


DO YOU THINK THESE ACTIVITIES ARE yom? 
DO YOU LIKE PEOPLE? -. 


D0 YOU HAVE MANY FRIENDS? i 


~ WHAT. DO YOU DO oe YOUR'SPARE TINE? 
WHAT THINGS DO YO# DO BEST?’ = ‘J - ; 
LIKE TODO? 2° 


ARE THERE THINGS THAT YOU DO NOT 
WOW DO YOU LIKE TO SPEND YOUR VACATIONS? 


HOW MUCH TELEVISION DO YOU WATCH? a — 


HAVE YOU EVER.BEEN ARRESTED? 9. | 


.. HAVE YOU EVER BEEN IN JAIL? | 


DO YOU HAVE ANY HEALTH PROBLEMS? 


> HAVE YOU EVER RECEIVED TREATMENT FOR. AN ENOT TONAL 


OR HENTAL CONDITION? ei, 


124 -.. 135 . 
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3. 


ao 


: / ay € t 2, 


“WHAT HIGH SCHOOL: (ELEMENTARY SCHOOL) DID “YOU ATTEND? , 
DID YOU GRADUATE FROM HIGH SCHOOL? =. 
“DID YOU GET ANY SPECIAL TRAINING IN HIGH SCHOOL? 


wnat own WERE YOUR FAVORITES? 
WHAT CO 

DID YOU PARTICIPATE IN ANY EXTRACURRICULAR’ ACTIVITIES? 
DID YOU HAVE 10 MISS MUCH $cHooL? . a ae 
— WHAT WAS THE LAST YEAR. OF - SCHOOL WHICH You COMPLETED? : 
- DID YOU HAVE. MANY FRIENDS?. f Ba. fe: eat 
HOW MANY OF YOUR TEACHERS WERE GOOD?" 7 pee 


RSES DID YOU. DISLIKE Most?” 


pP 


Ce SKILL TRAINING ),. 7 2 PPG 4S 
| ‘HAVE. YOU ATTENDED VOCATIONAL OR TECHNICAL SCHOOL? | 
HAVE YOU PARTHCIPATED IN ANY MANPOWER. TRAINING pROGRANS? : 
WHAT VOCATIONAL: SKILLS DO YOU POSSESS? =) * 


0." WORK: EXPERIENCE OR: WORK RELATED 


o ona 
ERC’. 


WHAT: MACHINERY CAN you OPERATE? 


WHAT DUTIES DID YOU PERFORM ON YOUR JOB? 


_ WHY DID YOU LEAVE THAT JOB? 


HAVE YOU HAD ANY ON-THE- JOB, TRAINING? “t 


DID YOU RECEIVE ANY VOCATIONAL TRAINING IN HIGH SCHOOL? 
"HAVE YOu. DEVELOPED ANY VOCATIONAL SKILLS FROM YOUR” 


HOBBIES? - 


HAVE YOU,HELD ANY. PART-TIME JOBS? 7+ 
HAVE YOU HELD ANY FULL-TIME JOBS? | 


DID YOU LIKE YOUR JOB? =. 
HOW MUCH MONEY WERE YOU MAKING? 
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7 HOW MUCH DO YOU EXPECT TO BE PAID ON THIS JOB: | 
8, DO YOU BELIEVE THAT YOU CAN PERFORM THE DUFIES ,* e 
| 7 REQUIRED ON. THIS JOB? "ae 
~--g, WHERE DID YOU’ LEARN’ ABOUT: THIS JOB OPEWING?. 
10." HOW LONG DID YOU WORK WITK THAT COMPANY? 
‘Uy DO-YOU WANT A TEMPORARY OR A PERMANENT, SOB? | 
- 12s “DID YOU LIKE YOUR LAST SUPERVISOR? © 5 7, 0 0” 
13. DID-YOU AND. YOUR EMPLOYER GET ‘ALONG md 
14, WHAT CAN YOU TELL.ME ABOUT THE” CO-WORKERS. 
"ON YOUR LAST JOB? =~ : 
15, DO “YOU PREFER 10, WORK ALONE OR wiih OTHER PEOPLE? = | 
46. WHAT ARE YOUR: LONG- AE Vocat cual PLAT 
“2.17, HAVE YOU-LEARNED ANYTHING FROM’YOUR ‘PAST JOBS? ~ 2 ee 
= + 18, WHAT KIND OF AN IMMEDIATE. SUPERVISOR DO YOU PREFER? — 
¥ ,. 19, ARE YOU WILLING TO MOVE TO ANOTHER CITY OR STATE = 3 ‘ 2® 
7 _ TF THE COMPANY ASKS YOU T0?. oe gee ee 
© 20. WHAT DID YOU MOST LIKE: ABOUT THAT JOB? 
2], WHAT DID YOU LIKE LEAST ABOUT THAT JOB? © 
E VOCATIONAL INTERESTS -. ; 
——L- WHAT ADVANTAGES ARE. THERE. IN WORKING FOR THIS cone? 
| 2. DOES THIS JOB HAVE ANY DISADVANTAGES? 
"3, WHAT TYPE OF WORK.DO YOU WANT TO DO? 
4, WHAT JOB WOULD YOU LEAST LIKE TO D0? . 
| _ a HOW CAN YOU BENEFIT QUR.COMPANY? 
63. WHAT CAN-YOU TELL ME ABOUT, OUR PRODUCTS? OR SERVICES? 
". 7, HOW DID YOY BECOME INTERESTED IN THIS TYPE OF WORK? 
| 8. WHAT DO YOU KNOW ABOUT OUR COMPANY? oa 


eee =a 
9, “WHAT. ARE YOUR. QUALIFICATIONS FOR aR THIS J0B7 | 
10. ‘WHAT WOULD YOU DO-IF YOU-COULD HAVE. ANY JOB 

“IN OUR COMPANY?. oS | 
HOW MUCH MONEY . WOULD YOU LIKE 10 HAKE? 


ll, a 
. i RE YOU" WILLING TO BEGIN WORKING FOR INT ase? > 
% a | 


("SRB PROGRAM LESSON + 22 


an = . i )" : : - ; ; 7 ; _ . | x : @ 
 , 2. da FREQUENTLY. MISSING WORK. x so a - | : . : 
oR. =. ARRIVING LATE. FOR-YOUR JOB. we : 


> * 3,” BEING EXTREMELY FRIENDLY WITH YOUR SUPERVISOR, °° 
SEE TE TR SEI 2 
COWORKERS, = 3.” | 

S, TALKING TO YOUR SUPERVISOR OR, CO-WORKERS WHEN THEY 0. 
Poe ANT TO BE: BOTHERED. oe | 
6, EXPRESSING ANGER WHEN YOUR WORK Is CONSTRUCTIVELY | ‘ 
QRIFICIZED. 3 eras, 


“+ "7, ALLOWING YOUR EMOTIONS TO “AFFECT YOUR WORK. ae a 9 ae 
~ "8, TREATING CO-WORKERS" UNFAIRLY... en 


9. TAKING FULL’ CREDIT FOR -A GROUP EFFORT, =a, 
#10, BREAKING COMPANY RULES “AND POLICIES. = 


| Ales TING 70 ETHERS, ESO OUT OF HE BUTS 
| AFTER WORK. a 
12. EXPRESSING SUPERIORITY TO YOUR SUPERVISOR OR CO-WORKERS: 
13, ALLOWING: COMMENTS OR CRITICISMS ABOUT YOUR WORK TO BECOME | 
. . PERSONAL, =e | 
oe “INDICATING THAT YOU ARE. NORE INPORTANT THAN ANYONE OR 
ANYTHING ELSE CONCERNED WITH YOUR JOB, — | us 
"15, ALWAYS. TRYING TO GAIN PERSONAL ‘ADVANTAGES. _ ek & 
16, ASKING YOUR SUPERVISOR A LOT OF UNNECESSARY QUESTIONS . — 
; — .13¢ ; 


| 


— 


: = V7. 


. my 
a 


. DOING. PERSONAL: TASKS. DURING WORK HOURS, ai AS R 
~ MAGAZINES OR WRITING. LETTERS. | 


VERBALLY OR’NON-VERBALLY TELLING YOUR SUPERVISOR 08 CO- 
"WORKERS THAT YOU ARE SNARTER OR WWE TETTER | EDUCATION 


THAN | THEN, 


. TAKING PROBLEMS TO: HIGHER pAKAGENENT TH YOUR ‘INNEDIATE = 


SUPERVISOR, : a 
BEING EXTRENELY SENSITIVE 70 CONMENTS MADE By YOUR SUPER- .- 


- VISOR OR CO-WORKERS. 


ALWAYS NAKING EXCUSES WHEN PROBLEMS ARISE. 


CONTINUALLY COMPLAINING AND FINDING FAULTS WITH EVERY- 


ue 


KERS FOR YOUR NISTAKES.. 


BEING EXTREMELY. CRITICAL OF YOUR SUPERVISOR, CO-WORKER N 


. OR THE COMPANY YOU WORK FOR, = S ee - 
. TRYING TO LEARN CO-WORKERS’ JOBS. BEFORE YOU KNOW YOUR OHN. 
.. CONSTANTLY COMPLAINING ABOUT ane ASSOCIATED WITH ia 


YOUR. JOB. - ee 


CONSTANTLY WATCHING THE. CLOCK WHILE WORKING. (/ - 


FREQUENTLY BEING UNHAPPY WHILE WORKING. 
IGNORING ey _ 
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SIRT PROGRAM LESSON 1B 


e} 
a : 
o 
‘ 


ALWAYS ARRIVE 5 MINUTES BEFORE You ARE EXPECTED T0 BEGIN ee, 


YOUR JOB. 


ATTEND WORK ON A REGULAR BASIS, 


i PROMPTLY RETURN 10 ave JOB AFTER. THE LH PERIOD HAS . 


ENDED. 


6, 


«PROMPTLY Y RETURN 10 YouR JOB AFTER YOUR BREAK oR REST” 
» PERIOD, HAS ENDED. | : 
~ CAREFULLY LISTEN TO. INSTRUCTIONS GIVEN BY Your suPeRvison 


OR CO-WORKERS. 


ASK WELL THOUGHT” OUT QUESTIONS WHEN You DO NOT UNDERSTAND 
_. (ESPECIALLY IF YOU. MUST QUESTION. YOUR. SUPERVISOR); = 


MAINTAIN GOOD GROOMING HABITS. 


GETTING PLENTY OF REST WILL BETTER’ ENABLE You 70 BE 
ACTIVE AND FRIENDLY GN THE JOB. 


LOOK FOR ADDITIONAL WORK, —_ 
REMAIN AT YOUR WORK STATION. - of * ee 


~ KEEP. BUSY, 


EXHIBIT PATIENCE. + 
INFORM. YOUR. SUPERVISOR OF YOUR PROGRESS. 8 
VERBALLY EXPRESS POSITIVE ATTITUDES T0 YOUR SUPERVISOR 


AND CO0- WORKERS. 


SYSTEMATICALLY CONDUCT -YOUR WORK . TASKS, 


. PLAN “AHEAD AND: KNOW WHAT TASKS YOU ARE GOING T0. Do 


BEFORE You GET T0 WORK. 
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‘LEARN COMPANY POLICIES AND RULES, 


BE\AS AGREEABLE AS POSSIBLE WHEN T 
VISOR OR CO-WORKERS, ee, 
OBSERVE HOW CO-WORKERS PERFOR 66 WHICH YOU ARE. 
© DOING, ae 


BES 
"BE CONCERNED ABOUT THE QUALITY OF YOUR WORK, =~ a 

, BE CONCERNED ABOUT THE AMOUNT OF WORK WHICH ‘YOU ARE _ 

~< PRODUCING. * aes | 
~ RESPECT YOUR SUPERVISOR. i o oe 


“~e 


2 Ki : : v 
‘Y 
‘e 


CONSTANTLY DO THE BEST JOB POSSIBLE. . 
MORE WORK THAN IS EXPECTED .0 YOU. | 
REFER TO YOUR SUPERVISOR AND 6 i BY NAME. - 


pil FRIENDLY, CHEERFUL, AND couRTEous ‘BEHAVIORS. 
NSITIVE AND UNDERSTAND YOUR: CO-WORKERS’ FEELINGS. 


dus 


< axe ot 


LKING TO YOUR SUPER" - 


/ ART PROGRAM LESSON 14 


oh “HONEST ys: DISHONEST. = we ae 
| = RELIABLE. VS; meus a pF gee 
ae “CHEERFUL © VS, HOSTILE 
" DILIGENT VS. LAY an 
_? 5, ENTHUSIASTIC VS, CARELESS. =: _ ae ae 

7" BA 6. COOPERATIVE VS, UNCOQPERATIVE 7) | 
oe oa ‘LOYAL NS, DISLOVALen _> 
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Oly MRT PROGRAM LESSON 15 


. | hy THINKING ABOUT YOUR FUTURE. ee. | 
Be a. = 2) ee 
| aa +1, \MOVING UP To OTHER 408s. covet oe 
oe ‘- CHANGING JOBS 
J" “<3, STARTING -YOUR OWN BUSINESS Se ee 
ge EDUCATION 
© 7:5... TRAINING ee oe _ 
OP WHAT IS. MOST INPORTANT YU 7 oa 4 
Goes = Zs ae EXTRINSIC VALUES - MATERIAL GOODS 
(v7 2, INTRINSIC VALUES - SELF~SATISFACTION 
@ © |. '50-You’yave Tine 10 WAIT FOR ADVANCENENT? — 
". >", EB) METHODS SUCCESSFUL PEOPLE USE TO: GET. AHEAD, | 
| * TAKE AND KEEP ENTRY’ LEVEL JOBS THEY CAN ADVANCE, FROM 
i+" 2. GET JOBS ‘THAT SUIT THEIR“INTERESTS 
4 °° 3, WATCH FOR OPPORTUNITIES | 
- LEARN, AE NEW SKILLS AND USE THEM 


ba . . . or 
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. Appendix Bo 
*--. ~ JOB READINESS TRAINING (JRT), CURRICULUM 
eo Rudfovigual Materials 
7 ee 


The adeiovisual materials utilized in the Job Resides Training Program can be 
purchased from the meen companies : * (These prices were effective in 


TeDruary 1978. _ ‘ : a | 
MP31 Your see Finding the Right ‘One - 12.5-C. (#1839) $ 192002: 
- MP3. Your Job:. Applying for It - 13.5-C (#1840)  $ 206.00 - 
. MP33.-Your-Job: “Fitting -In - 15-C (#1841). Ls .. $ 255.00" 
~ MP34 - Your Job: You arid Your Boss - 15-C (#1842) $ 230.00 
MP35.- Your. Job: Good Work Habits--.13-C (#1843) = — $200.00 
MP36 “ Your Job; “Setting. Ahead -. 15- C ace * | . ts 230.00 
oe ee, id Total Series: _ $1,313.00 
4 ar . .% 2 4 : . : \ . . ar : 
‘ Coronet Films —_ re ee ee ee a 
65 E. South Water'Street : : .. + ane 7 
Chicago, Illinois 60601 | (312) 977-4000 4 cae 
—NP27 dob Interview --Women> © > 0 0  § 235000 se 
"s chyrchit Pifms a a co ee. @ 
 662.N. Robertson. Blvd. he ae | ae 
, Los Angeles.” California 90060: (243) 657-5110 a aes c3 
an E — a as R 
MP104 Jobs ‘and aavencatent: On the Move: ane 
a (This Film is out, of print: ane can no: “longer be purchased. ) 
oe McGraw-Hill Films - 7 Go _ 
-, _ 1221 Avenue of the Americas’ 4, - ; | 
New York, N.Y. 10020 = - (  (2i2) 997-2343. - | ps 
: 2 . J a OF : = a Per . a Bh : ; . a. is \ 
SS - - ° — —_—__— , . ; 
 -ss 7 4 eee Fey a ae a 
° Be : i 
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The World of Work 


1 


° , $250.00 °° 


“we ~ 


. . | . 


$ y 25. ea. 


~~ 


—* 
SPP ASD EF fe 
=) 
ol 
S 
o 


1. 12 Cassettes 3. 25 Student Workbooks 
2. 12 Filmstrips 4. Instructor's s Guide 
— The World of Work ‘Workbook | 
(Filmstrips.and_ cassettes can be purchased "individually; but the ~ 
_ individual purchase. ose of $15. 00 ‘is: supposed to be for re-_ 
piste: ). . 
#4 ~ The World of: Work - Finding he Job: 
#5 - The World of Work.- Getting the. Job - 
#10 = The World of Work - Seven Fatal Sins 
“#11 ~ The World of Work - Seven. Vital Virtues 
. ‘Link Educatiohal Laboratories : a 
-P.Q. Box 25° ee owt 
Hope Hul], Alabama 36043 (205) 288-2906 . 
te Job interview: (Discontinugd) 4 


- TR195 


Ze : 


: . cary : 
eis U . 


VBE 


i New Yorks N.Y. 


You and ‘Your Job Interview (Replacement). 


‘}. . Cassette 
- 2. Filmstrip. 
"3. Discussion Guide. 


Why Work at AIT? 


Job. Attitudes:.- 
1. 2 Filmstrips 
2.° 2 Cassettes © 


—, 3. 2-Discussion 


ie 


Guides 


‘Guidance Associates 


757 Third Avenue - - 


1. 14 Lesson Ta 
6 Discussion 


10017 


The Wor'ldof Work I - #K300 — 


pes - 
Tapes 


2. 
3-.24 Student Record Bookters 
-4 7 Teacher’ s Manua] 


(Parts I -& II) - 


- 


(202) 888-3700 — 


; Tape 46 - - The. Magic Words ‘That Get You rapes” 


ERIC ° 


E ucational Desi 


gn. Inc. 


.47 West 13th Street 


New TORE N. Y, 


ae 


» 


(212) 255-7900 


$ 229.50 


e °.. . . , *~e 


‘ 


e 


a. ; a : : 


a. 


fopendix boos 


gis _ Assessnent Instruments . 


* 1. - Gordon Occupational Check List * 


‘ Dr. Leonard V; Gordon . 
‘ c/o Test Department -. 
Harcourt, Brace, & World, Inc. 
757 Third Avenue 


os. New York, New York 10017 : 


ee ‘ WeVenbruch' s - Job Attitude pralysis. 


a 


" Psychometric Affiliates 
Chicago Plaza . 
eee Ii Tinois 62910 - 


« 


,a 
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